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surffmy 



This is a project to develop an education corponent jfor new careers 
Mi Ain Ae Adsdnistration of Justice field. Phase I, Ae results of 
whiA are r^orted here, was to est Alish career ladders within agencies 
Ale and willAg to participate in Ae study. 

The agencies which have agreed to participate are Ae Los Angeles 
County PrAation Eepartiaenta Ae Alaiaeda County PrAation Departiaent, and 
Ae California State Departiaent of Ae Youth AuAority and Correction - 

There has been an assessment of eaA of Aese participating 
agencies as to Aeir climate for developing Ae necessary innovations. 

JA descriptions and career ladders, wiA breakdowns by specific tasks 
of required knowledge and skills, have been developed. FurAer, program 
trends for the fixture have been derived and analyzed for Aeir required 
knowledge and skills. 

A solid base has been Prepared for Phases II and III whiA will 
develop and test a new education system over six sAools and at least 
Ae four agencies already participating in the project. 
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IMRODUCriOH 

This project is to develop an education conponent for ^ew Careers 
within the Adninistration of Justice field** The new education delivery 
system starts with the third year of hi<^ sdic»ol and runs through the 
first four years of college. It uses ontinued intemsjiip or work 
experience as. a base for developing the systesiatxc knowledge necessary 
for graduation from hi^i school, then iroper division college status, 
and eventually a bachelor of arts degree. 

m 

Phase I, the results of whidi are reported here, vas to establish 
career ladders within agencies which were able and willing to participate 
in this study. The career ladders were to include jcb descriptions 
and designations of the skills and knowledge required for perfonnan^ 
and promotion. In addition, the project was to review current piiblica- 
tions and hold discussions with staff and clients concerning future 
functions to be performed by the Agency over the next decade. 

Phase II will continue to clariify agency needs and ^ilities, but 
will concentrate on the education copiponent of the model. 

Phase III will run a demonstration of the developed system wer 
six Schools and at least four agencies ^ich have agreed to participate 
in the stu<fy. 

METHODS 



The four large Administration of Justice agencies which have agreed 
to participate in the project are the Los Angeles County ProbatiOT 
Department, the Alameda County Probation Department, and the California 
State Departments of tlie Youth Authori'Qr and Correcrtions. These agencies 
are committed to linking tlieir work experience with formal education. 
During Phase I, they have developed career ladders whidi make such 
linkage possible. 

Besides to these four agencies, contact is being maintained v;ith 
the Oakland Police Department and the Alameda County Legal Assist^ce 
Program. Thus far neitiier agency has developed career ladders whioi 
have sufficient integrity to allow their participation. The current 
status of the Oakland Police efforts are presented in the achievements 
section. (see pp.) 

In addition to developing career ladders, discussions were held at 
all levels of management in eadi agency. These discussions were to^ 
create enou^ understanding and trust for the agencies to thin*c witn t»ie 
project staff concerning ftiture developments within the agency in 



*T1iis project is indebted to the continuing assistance of the Career 
Development Unit of the Los Angeles County Personnel Department, the 

Career Opportunity Development Office of the California State Personnel 
Board, and the Oakland New Careers Development Agency, in addition to 
the participating agencies and the schools. 
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particular and the 

discussions led to ea,* . three pre-profes- 

SS JirSreSran^lS- ^ ^ 

paoplfr^Sfd SiSf 

worlceis . 

, • wpTG held with each 

TWO Beetings, WO and o£ tteBStiets o£ the second 

study gioi^ in eadi agency. ' _ . attended the first seetrng. 

neeting «ere identical „^dlS“ecessitated the use of 

Occasionally, however, sdiedulxne problens ne 

xeplaceineiits . . 

p„ tt. wo S««. ’SfftllS."” 

S,"r.ssi»“sssi »• « 

do you see as the function of this 
ddw ddes the present structure accomplish this. 

Vdiat do you do? 

lihat would you lihe to jjjeet present agency goa_s- 

V?hat tashs need to he \ ^ cany out the tasks- 

hhat skills need to he ^ fee used along with 

Develop a ^^^^f/'d^way of accomplishing the 

SeS:S Sodl"/he iLluded in a model that would 

rs - ™iss » « “wrsSo, , 

VSiat role do you see the gionai (New Career enrollec) 

Idiat role do you see the pre-professional t 

taking? iri the next 5 years (10 years)? 

Vdiere is this agency xeLlt o£ new careerists 

Do you see changes taking place as tJie re 

in the agency? involvement? 

15 ‘ Ta/do";™ SLfdforthd Client participating in the 

16 . SininfdfdfiLt participation would you reco«en^ Is this 

happening now? client affect your agenty's role? 

How. does incarceration client in lieu o^ 

Vhat progr^atic ideas do you have tor a 

incarceration. — «rra-vfJiTi(y the involvement of the 

needs do ycu see regarding tne xnvu 
wnat neeoi. uw y asency” 
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iSiile csonducting the studjr groi 5 >s, project staff reviev/ed the 
piiblications of the Presidents Corsdssion on Qriise and Delinquent^, the 
Office of Juvenile Delinquency, and tlie Joint Comission on Correctional 
^ianpOifer and Training- Out of these publication reviews, stui^ groups, 
discussions, and ladder deyelopnent work, we have produced three presets 
First, an assessment of each participating agency as to its climate for 
developing tlie innovations required by this study; second, the job 
descriptions and career ladders with breakdowns by specific tasks of 
required knowledge and skills; and, third, the pTogrsB trends for the 
^^iture analyzed for their required knowledge and skills. These are the 
working documents with which we enter Phase II. (See Phase II Proposal, 
dated July 14, 1969.) 

FINDDIGS 



Agency Climates: In each of the agencies prior to the invitation 

of this project there had been some attempt to develop sub -professional 
positions. The sophistication of the roles, the development of Servians 
for the client, the climate for the development of a new career staffing 
pattern, as well as the understanding of v/hat new careers is and what 
potential it offers differed widely between agencies. 

' PiobatiGn 



Alameda. County: The professionals see themselves as very 

progressive people in a progressive prebation department. 

This, progressive image can be helpful in establishing a 
climate for agency change, and is ve-xy important not to 
damage this image. Tliey brought in vocal and innovative 
people from the client group, but whenever one would 
indicate that the probation department was not really 
doing much in its present foia there was a great deal of 
defensiveness. Also, they did not see the aide program as 
anything permanent. The attitude was that once the federal 
money ran out, there would be no way to keep the aides on. 

They made this known to the aides there. The aides were 
obviously insecure and afraid for their jobs. They were 
reluctant to say anything about the program for fear that 
it would get back to their line supervisors and cause them 
some trouble. Reassurances by the grade three deputy 
there did not reassure them enou^ to get them to open up. 

One aide, from the Richmond project, had been brouglit 
over and she was very helpful in analyzing the problems. 

Vdiile not completely adverse to new programs, they make 
it clear that they don’t imagine giving vcp anything they 
now have for them. Hiey v;ould want additional money. 

Los ^geles County: Rodeo Project: This project was 

very exciting and the people"whO -woiked there were enviously 
excited about it. They were- not very interested' in 
research. They thought people should spend their energies 
getting things done instead of just talking about it. They 
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all felt that 'th'^ had an exc^ent project' Ebrale was vezy 
highv* The aides liked what .^ey w^re doing, but they did 
nbt hive" a. career ladder, ' ffely.on’e of aides saw this as 
a nandicg)"- She felt* that while , they wefe't^in courses, 
ofteh they were not getting the units that would Eove then 
academically. Ihe professionals were a bit defensive 
about the role o£ the professional and how it differed from 
that of a sub-profes&ional. Ihey all felt that they had 
something special to offer the program,' but it "tended to 
boii down to longer experience. However, there was a general 
consensus by the professionals -that people should have B.A. 
degrees to be in their positions. The director of the program 
seemed to have feoutditit out much further, and she hoped to 
continue to refine and define roles. She was very firm 
about the necessity of having roles available to those who 
do not wish to progress above the aide level. She did not 
really say so,, but I got the feeling that she also thought 
that if the ^des got too interested in ^^eir own advance- 
ment they wculd forget the client, and at this point in time 
it Was more valuable to have an aide dedicated to client 
service. This project showed potential for change and 
development if a concrete plan was offered whi^ showed it 
could be more effective than vhat they 'hid going on. LTiile 
they were not interested in advancement' for its. .own sake, 

' ’ ' they were interested in training, and were looking foiward 
. to hetter training models than Ihey have .now. 



>- 
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- ^ ,L.A. Camps: The top administration * was" in^otb to have the 

cimps ‘involved in this reseaxci. I^hile. there ^w as not new 
career or- sub-professional staffing there, 'as'Suih, it was 
felt thdt this was an ideal setting for developing it. The 
results were disastrous . There 'was no understhU'^ng of what 
we were'talking about among Camp staff. The reactions 
ranged from "anything done here can be done by a siib-profes- 
'Siohal, but we don’t want the Board of Si^ervisors to find 
J 'but.” 'to'^'we will not be down graded again, it has taken 
uS too long to gain professional standing.'* Since March, 

.the Juvenile -Halls in Los Angeles have introduced New Career 
aides. A iesear^ specialist in the Probation Department 
, '.says' ^at they' have been widely accepted and a -demand for 
more aide positions has’ been created. 




n I * * 






Department of JSaxrectiQns ^ ... 



- 



State-*v7ade.7 ; The state-v/idB. adniinistrative level of tne 
Department of Corrections gave written and 'verbal assurances 
of the desire o"f* that agency to develop new career staffing 
patterns" throui^out the Departments programs. Mr. Procunier 
wrote\a letter to Mr. Grant authorizing fee, Depar^ii^nt’s 
participation and sent an administrative memo to all local 
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agencies with whcm New Careers Deyelcjpnent Organization ifoiild 
be wolfing asking for their cooperation in this project. 

Subsequently ilrs, ISilligan, Coordinator for the progran, and 
Hr. Ontiveros, the Organization *s Executive Director, attended 
two neetings in Sacraraento. the first Deeting was with the 
executive staff in the Department of Corrections and the 
second wi^ training officers. At both meetings the new 
careers idea was generally accepted and the participants seemed 
enthusiastic about the development of neJf careers both wi-diin 
the institutions and in the field. 

All of the top staff people in each of the local areas expressed 
interest in the research and in new careers. *niere was coopera- 
tion at this level for coming into the agen^ and setting 
interviews . 

Later in the year one of the state wide administrators e3q>ressed 
concern. He said that he had been very excited ^out the new 
career idea, but that it did not seem to be working well . He 
felt that there was no one within the department that was able 
to develop the overall kind of strategy that was necessary to 
make it. work. He felt, on the other hand, that Los Angeles, 
had perhs^s. a better program thm San Francisco or O^land, 
which supposedly had the benefit of new career experts. 

Los Angeles: -The two group interviews held at the 
half-way house revealed the same complaints found elseidiere 
about the Department of Corrections and the professional 
verses new career enrollee problems- However, the aides 
appeared to feel that they had a future in the Department 
of Corrections, that they were respected as human beings, and 
that they shared responsibility for the success of the program 
with the professionals. There was a general distrust of tlie 
education of aides. They both wanted it and didn’t. There 
was the fear of a loss of ability to canDunicate. This was 
a general concern ej^ressed by. both professionals and aides 
in many of the interviews. 

Oaklan d: This was the most negative agency that was 
visited. ' The only positive notes came from the clients 
themselves. This was generally based on good experiences 
that they had with an individual Deputy Probation Officer. 

The professionals and the aides were very pessimistic about 
paroles as a system and the legitimate, use of the aides. The 
aides had very loi'; morale and’ this seemed to be enforced by 
the attitude that ”^ey got froin their i?^diate supervisor. 

They were; convinced that they could expect ho help from 
Sacramento in solutions to their problems and that ihe 
greater part of the local agency was deliberately set out 
to destroy the program. 
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Khile each aide had somewhat different probleas the general 
feeling was that they were not allowed to be useful and that 
nothing positive was cosing froa the new careers prograa- 
There was one exception to this, one of the aides felt that 
he was doing what he thought ou^t to be done even thou|>^ it 
got bin into a lot of trouble with his smerivors. The 
dimate in this agency was very bad, and one case awsy with 
a feeling that the best thing to do would be to start over 
again rafiier than tay to repair the damage done in this 
initial program. 

San Francisco: This program showed considerably more 
positive spirit than the Oakland pzrogram, but did not seem 
to be as together as the one in Los iigeles. Ihis agency 
had mixed feeling about' paroles as a system and. about, the 
use of aides. By 2nd large there was general agreement 
that paroles survelience operation was probably doing more 
harm than good. They were anxious to develop neif "kinds of 
services and to learn more about the communily needs, but 
did not know where to start. They agreed (the parole agents 
and the parole aides) that the agency had not been prepared 
for a new career staffing pattern and that they were not 
making very good use of the aides. They seemed to think 
that this resulted in some agents wanting to do away with 
the program and the aides have low morale. Still ^hey 
were hopeful that whatever this research project was that 
in the long run it would help. With all the problems they 
were anxious to cooperate with the reaeardi and hoped that 
the results would be used in their agency. 

Youth Authorities 



State-w5.de: The researdi project was endorsed by the 
Director of CYA and he requested the cooperation of the local 
offices. CYA, on its own, had developed siib -professional 
programs and had trained their own wards to work within the 
system. 

Oakland: - The Oakland New Career Agency had recently 
become involved in the new career program and it was the 
new careerist from that |0©grai3 who participated in the 
interviews. Again, there seemed to be little preparation 
of the agency to take on new career type positions, but 
everyone seemed quite enthusiastic about the potential 
of the program. Here too, there was a feeling the agency 
was looking for direction and hoped that by cooperating v/ith 
the research project they mig^t reap some substantial 
benefits. The most outstanding thing about the attitude 
of the office was the adherence to traditional modes of 
treatment, case work and group v/ork. There was little 
comprehension of the variety of community problems that 
exist which th.* CYA mi^jit be able to use for a ”*ot<* 
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6fj.ecti.ve pjoogrsn. ‘ihen the wards present brou^t up su<^ Ideas 
they were quidviy passed over as being “ir^ractical** and 
enough nmiey to talk about that sort of thing.” 

Ihere was little understanding hew to use an aide, how to train 
hia to be Eore effective, etc. _Jhe aides theaselves seered 
lost ^d without nudi und- ^^tanding of what they should be doing. 
One ^d Was quite aggxes^we and seeced to be carving a role 
out TOT hi^elf, but withOiit much direction. He appeared to 
have good instincts and the agents were comfortable Kith hi?i. 

bhat follows are profiles of the job descriptions of the participat- 
ing agenci^. They include job characteristics, qualifications, 

Md promotional opportunities when that is knjwn. Eadi job description’ 
includes a list of tasks followed by the knowledge and skills needed to 
perfoin each task. 
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V.ea Careers Trainee I 



Job Characteristics: r?ili work in at least two of the three 

divisions of the Probation Departnent during the first year under the 
si^ervision of the unit-trainers. This is an entry level position 
desired to develop Icnoi-jledpe, skills and abilities of the specific 
tasks perfoiced fcy a probation officer. Assignments to offices id. II 
vary between thr^e and five oonths .depending on the trainees* ability to 
demonstrate adequate oerforsiance. Tasks are phased in fjradually with 
increasing levels of responsibility. 

Hiniaim Qualifications: 

1. ^5ust be 18 years of age or older. 

2. /ible to obtain a California operators license. 

3. No serious felony convictions. 

. 4. ihist be able to pass the alaseda County rSedical exanination. 

5. ifust be able to pass an oral examination. 

Promotional Opportunities : After one year’s successful completion 

as Trainee I will be able to apply for promotion to Trainee II positron. 

Tasks vjith Required l^owledge and Skills: 

1. Transport probationers . 

a. Ability to safety operate a motor vehicle 

b. ability to read and interpret street n-aps 

c. ability to coitSiunicate effectively with probationers, 
probation officers and other persons from many differ*- , 
ent backgrounds and walks -of-life. 

d. Knowledge of Probation Department and other law 
enforcement facilities — their location and reception 
procedures 

e. }&iowledge of first aid methods and the ability to 
apply tliem if necessary 

2. Encourage probationers to seek aid when in need through 

programs § other available services. 

a. Knowledge of Probation Deoairtment goals, functions, 
structure, facilities, policy, programs, services, 
resources, procedures, problepis, needs, etc. 
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b . knoaied^ye o£ csicsmmity end prd> 2 ticnsr needs , pr«3ileT^ , 
valnes, rrttitiides, bj^svior pattems, etc- 

c- knowledge of ccsEimity vro^irszSy resources and service 
aS'Cncies — their functions, procedures, location, and 
contact persons for infoieiaticm or foilcw-up 

d. ability to corenmicate effectively with probationers , 
probation officers, professicnals , businessmen, 
persons and other people £nsn laany different back- 
grounds and walks-of-life . 

5. Assist probationers in reestsblishinj? favoi^le cemnunity 

relationships . 

a. same items listed under task i2, plus 

b. - interviewinf! skills 

c. office and telephone etiquette 

4- Encourage prbbationeis to attend groig) sessions. 

a. ^ility to coEsunicate effectively with probationers 

b- ability to assist probationers in seeing the 

purposes and value of group meetings and the possible 
consequences of not attending 

5. Parti cdLpate in group sessions. 

a. knowledge of Probation Departnent and unit goals, 
&ncticns, structure, policy, prograins, services, 
procedures, resources, needs, problems, etc. 

b. knowledge of cosBunity and probation needs y problems, 
values, attitudes, b^avior patterns and other norms 

c. ability to comunicate effectively with both probation 
officers and probationers 

d. group participant skills 

e. knowledge of group dynerd.es and ability to assume 
leadexsh5.p 3X)les or expedite ?xe\tp process 

6. Assist in individual counseling . 

a. same items listed under task n2, plus 

b. interviewing skills 

c. basic counseling techniques 
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7 . Help develop plsccsents ^ otJier living arrsngezents . 

2. S2T2Q riS tlSSlC srS 

8. Develop erployEent rescinrcsss. 
a. s3Ee as task #3 

9. Develop edacsticnal 5 vocational training resources, 
a. sane as task #3 

10. Develoo coinmnity recreational iresources. 
a. sai 2 e as task 53 

11- Facilitate nei^iboiiiood relations, 
a. saise as task #3 

12. Act as liaison staff ’.fit^ other co.'r'unity social services, 
a. sanae as task #3 

13. Serve notices of hearings ^ subpoenas, and conduct "fact 
sheet" § victim inteirviews . 



a. sane as task #1 and task 53, plus 

b. ability to organize; write and deliver sumaiy 
reports to individuals and groins 



14. - CoEaiiunicate with parents of juveniles on detention cases 

(supplesental to probation officers) and will conduct 
hone evaluations; birth, residence § samape verixi ca- 
tions. In childrens cases, the trainee will get iiiipre- 
ssions and additional infr-rmation from nei^bors 8 super- 
vise visits of those parents diarged with neglect. 

a. same as task #1,.- task 52 and task 53 

15 . Offer supportive collateral contacts with the local 
police agencies, schools § emplo)naent agencies as well 
as other social service agencies. 

a. same as task 51, task #2^, and task 53 

16. Follow-up ser\dces such as getting parental approval for 
medical care 5 will spend considerable time in^ court 

■ observation and frequently be asked to attend inter- 
agency meetings. 

a. knowledge of probation department and unit goals. 




✓ 
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functions, stxucture, facilities and their location 
and luncticn, piof^ran and their ^mction, services, 
resources, piohiens, needs, procedures, etc- 

b. office and telephone etiquette 

c. interviewing skills 

d. knowledge of coESuniiy service agencies, prq?rra3S, etc., 
their Unction, ifhere they are located and contact 
persons for infoination or follow-up 

e. ability to ccnnunicate effectively with individuals and 
groups both professional and lay frcm many badcgrounds 
and walks -of-life 

f- group participant skills 

g. observation, listening and note -taking skills 

h. ability to organize, write and deliver presentations , 
proposals and reports to individuals and groins 

Division of Institutions - 

17. Trainee will assist institutional probation officers in 
all aspects of their assignments including the transpor- 
tation of wards § the supervision of scheduled or special 
activities sudi as athletic ^ social events. 

a. saige as tasks #1,'»2 3nd’"#3,^pius 

b. ability to sc^iervise group activities — ^provide 
orientation and demonstrations , observe performance 
and behavior, maintain discipline and order, and 
provide individuals and the gr'^up ifith feedback 

on their actions and its consequences 

18. Will be asked to contact parents of detained v/ards for 
purposes of communicating specific kinds of information 
su(h as court dates, .visitation arrangements and will 
serve legal documents. 

a. knowledge of Probation Department and unit or 
facility goals, functions, structure, policy, pro'^rams, 
services, resources, needs, problems, etc. 

b. offi.ce and telephone etiquette 

c. ability to communicate effectively with persons from 
many different backgrounds and walks -of-life 

d. ^ility to operate a motor vehicle 



ERIC 



- 13 - 



OF JUSTICE 6?je3T KO. 0-8-089715-4645 (085) 

J. OOUGLIS PRK:CI?,\L mJESTlGXFO?. 



e. ability to re^A and inteipret stieet naps 

£- knowledfs of the functions, location, and contact 

person of local Issf enfcrc^nent and judicial aoendes, 
courts, etc. 

19. S?ill attend and observe staff neetin^, ’’table”, and 
counseling sessions . 

3- sa^ as task *5 

20. i^ked to write observation reports as an assistant to the 
probation officer § will frequently be asked to help tutor 
wards with school assigoEents. 

a. observation and note-taking skills 

b. ability to effectively work and ccianiunite with 
probationers 

c. ability to organize, write and deliver presentations 
and reports to individuals and groups 



Kew Careers Trainee II 



Job Characteristics: The new careers trainee II will be assigned 

to a division of the Alameda County Probation Department during the 
full second year of the program. The assignment will be based on the 
trainee’s demmstraticn of skills, interests and the needs of the 
Probation Department. Trainees will be ejected to perform duties 
integrating tasks previously learned, and will be ejected to 
denK>nstrate greater responsibility and cojiprehension of functions. 

^iini 1 nl^l^ Qualifications: 

1. Successful coiipletion of one year as a trainee I. 

2. Passing score on an oral and/or written examination. 

3- Satisfactory conflation of thirty-six quarter units 
during the first year. 

Promotional Opportunities : After one year successful conpletion 

as a trainee II, the trainee v/ill be able to take an examination for 
the position of Probation Aide (This position is currently being 
developed.) or Group Counselor I. 

Tasks with Required Knov/ledge a nd Skills : 

1. Assist Agency in discharging its responsibilities of reha- 
bilitation § supervision. 
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a. kncwledjje or Prcbation Ospartrsent and unit or facility 
gr-als, fimcticns, structure, policy, facilities, pro- 
grass, reSGtirces, procedures, prci)less, needs, etc. 

b. knowledge of prd>ationer and coizmnity organizations, 
picbless, needs, values, attitudes, behavior patterns, 
and other nems 

c. knowledge of local law enforcement and administration 
of justice agencies and facilities — their fiinction, 
location and contact persons for information or follcw- 

d. ability to work and conununicate effectively with 
individuals and groups from many different backgrounds 
and walk-of-life 

e. interviewing skills 

f . groi^ participant skills 

g. knowledge of group dynamics and ability to assume 
leadership roles and expedite group process 

h. individual and group counseling techniques 

i. case — record keeping skills 

j. observation, listening and note taking skills 

k. ability to supervise probationer group activities 

l. office and telephone etiquette 

j . ability to operate a motor vehicle 

k. ability to read and interpret street maps 

l. ability ot organize, vjrite and deliver presentations, 
proposals and reports to individuals and groiq)s 

2. Identi:fy, contact, establish § maintain liaison with the 

wide range of public § private services. 

a. knowledge of Probation Department and unit or facility 
goals, functions, structure, policy, programs, 
services, resources, procedures, nee<k, problems, etc. 

b. knowledge of community and probationer problem, needs, 
resources, organizations, values, attitudes, and other 
norms 
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c. scnowledgG of a wide xsn^e of public sesrvice agencies 
fhezT stiucture, Smction, ifeferral process and 

- contact peism ‘ 

d. ^ility to work and ceisEunicate effectively with 

individuals froa nany different backj^rounds and walks - 
of-life 

e. interyrewiiifj skills 

f . group participant skills 

S- office and telephone etiquette 

h. ability to operate motor vehicle, read and interpret 
street m^s 

i. jjbility to Organize, write and deliver presentations , 
proposals and reports to individuals and groups 

3. 2 ict as a resource person for the Department and agencies 
with related interests. 

a. - same as task #2, plus 

b . knowledge of where research and -infoisiation can be 
obt^ned relating to crime and delinquency, 
delinquency prevention and control, rehabilitation, 
and Other related areas 

4. insist client in determining appropriate service sources. 

a. knowledge of a wide range of public service agencies — 

their structure, function, referral process and contact 
person 

b. knowledge of community and probationers needs, problems, 
attitudes, values, etc. 

c. interviewing skills 

d. ability to communicate effectively with probationers 

o, i'laintain contact with the supportive service agencies to 

better serve the client population, the agency and related 
communities . 

a. same as task #2 

6. Assist the community in both integrating the probationer/ 
client and conveying to the agency areas of specific 
interest, dissatisfactions and suggestions. 

a. same as task #2 

-16- 
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7. Provide for actual confrontation between conceincd parties 
of diverse cocmon interests § proEote throu^Ji sudi ceasis 
the opportunity for probleia solution, understanding, and 
and hence, chan.t^e. 

a. saEs as task #S, plus 

b. ability to assuse leadership in "roups and expedite 
the "roup process 

8. Maintain lainimun supervision cases, processing Reciprocal 
Enforcement of Support Cases. 

a. same as task #1, less item re: "roup dynamics, plus 

b. ability to organize and write letters and general 
correspondence 

9. Maintain extended collateral contacts with ccnnuunity 
a^^encies, in relation to "eneral case loads. 

a. same as task #2 

10. Maintain informal prcbation cases, minimum supervision 
cases, § vjill also maintain extended collateral contact 
with ccMnmunity agencies related to these cases. 

a. same as task #1, plus 

b. knowledne of a wide ranpe of p’jblic service agencies — 
Iheir structure, functions, referral process and 
contact persons for information or follow-up 

11. In investigation § supportive services, will be' involved 
in extensive intake interviewing. Counsel wards and 
probationers regarding housekeepinT, medical care e 
education. Make referrals when appropriate to various 
social Service agencies . 

a. same as task #10, plus 

b . knowledge of standards and procedures of housekeeping 

12. IVritten work in all aspects of field assignments will 
include field notes on si 5 )ervisidn cases and three (3) 
and six (6) month case summaries. Also prepare 
“elementary’' court reports. 

a. knov;ledge of foimats and procedures for field notes, 
case summaries and court reports and the ability 
to organize, v;rite and deliver such reports to 
individuals and groups 
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b. ability to deteimne and weii^ relevant InfoiastiGns 
aake lopiical inferences fron it, and cake critical 
decisions and reccojnnendaticns 

c. ^ility to read, write and use lan'Tia^e effectively 



Assistant Probation Officer 



Job Qiaracteristics: llie Probation Aid position is currently 

being developed as a result of initial e3q)erience and evaluation of the 
New Careers Trainee I and Trainee II posoitions. It is envisaged 
that Aides will serve as consultants in specific areas such as: case 

work, the courts, the schools, en^jloyisent, and social services, etc. 

The Probation Aides function would be to work with specific clients 
and agents in relation to their areas of specialization — establishing 
liason between the Probation Department, wafds and’ agencies in the 
coEnnmity concerned with their respective areas . Ihey would become 
thoroughly familiar with these outside agencies, establish working 
relationships with staff at various levels, bring representation from 
both agencies together to e^loie possibilities for cooperative 
prograisaing, expedite coordination and coimmini cation between the 
Probation Department and such agencies, and expedite service delivery 
of these agencies for Probation Department wards. Federal support 
for the New Careers program will terminate while trainees are at 
this position and, throuj^ rotation of various speciality areas, it 
wiJl serve as a holding position until Aides can meet the educational 
requirements of Deputy Probation Officer I. 

Qualifications (possible) : 

1. One year successful completion as New Careers 
Trainee II or an equivalent combination of 
education, training and experience 

2. Pass written and oral examination 

Monthly Compensation : 

$530-$643 

Promotional Opportunities : From this position. Aides will be ^le 

to move horizontally into the Groi^) Counselor I position or, after 
receiving a B.A. degree or an acceptable combination of education, train- 
ing and experience, vertically into Deputy Probation Officer I position 
(the existing entiy professional position). 

Tasks v;ith Required Knowledge and Skills : 

1. V/ill serve as consultants in specific areas such as, 
case work, the courts, the schools, employment and 
social services, etc. 
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a. *^0215, objectives, fimctions, policy and procedures 
of both the Probation Departcent and agencies in his 
area of specialization; sudi as, the courts, the 
schools, erployDent, social services and case work 

b. specific prorrraas: their i-oals, functions, procedures, 

general effectiveness, probleia areas, contact persons, 
etc- , eperatin?; within a^iencies in his area of 
specialization 

c. interviewin!^ skills 

d. awareness of the coimmity: its problems, needs, 

resources, etc., in relation to area of specialization 

e. knowledge of prehationers attitudes, values, behavior 
patterns 

f . ability to communicate effectively with professionals 
and probationers 

P.. ^ility to organize, write and deliver formal and 

informal presentations and reports to individuals and 
groin>s 

h. ability to work with groups as a participant or in 
leadership roles 

2. l?ork with specific clients § agents in relation to their 

areas of specialization - establishing liaison between the 

Probation Department, wards § agencies in the community 

concerned with their respective areas 

a. knowledge of probation department and unit or facility 
goals, structure, functions, policy, programs, services, 
resources, needs, problems, etc 

b. knowledge of comnunity and probation problems, needs, 
values, attitudes, end other norms 

c. knowledge of public agencies, programs, resources, 
needs and problems in his area of specialization, 
such as, the courts, schools, enployment , social 
services and case-work — their goals, functions, 
structure, referral process, contact persons, location, 
etc. 

d. knowledge of a wide range of public service agencies 
and their relationship to his area of specialization 

c. ability to communicate effectively with individuals 
and groups from many different backgroionds and walks- 
of life. 
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6. interviewing^ slcills 

7. ccunselin^ techniques 

8. ability to organize, write and deliver presentations, 
proposals and reports to individuals and «iroiq)s 

9. ojEfice and telephone etiquette' 

10. groiq) participant and leadership sMlls 

11. case-record keeping skills 

3. Would becoBe thorou«^ly faiailiar with these outside 
agencies, establish working relationships with staff 
various levels, brin^ representatives from both agencies 
together to e^qplore possibilities for cooperative pro- 
graEaing, ejqpedite coordination and consunication between 
tile ?.D. ^ such agencies, § expedite service delivery of 
these agencies for Pxcbation Department wards 

a. same as task #2, plus 

b- program development skills; sudi, as, groiqi 
expediting techniques; models, systems and flov? 
charts; data handling methods ; etc. 

c. knowledge based on research and experience of other 
programs which have been success fil, general 
principles and assumptions underlying program 
development, etc- 

Group Counselor 

Job Qiaracrteristics : Under supervision, to be responsible for the 
care, custody, and welfare of a group of juveniles bein<? detained or 
sheltered at a facility of the Probation Department, to siqiervise their 
behavior and activities; to initiate the rehabilitation proc:ess by 
giving guidance and counsel to juveniles ; to plan recreational programs ; 
and to do related work as required. 

This is the entrance level in the Group Counselor series, Incinrbents 
are assigned to a living unit, where they are responsible for the care 
and custody of deHnquent or non-delinquent juveniles and for maintain- 
in.g a short-term counselin.g relationship with them relating to their 
group relationships, attitudes toward authority, behavior problems and 
social adjustment. Supervision is received from a Group Counselor II 
who provi.des .guid^ce in custodial procedures, progranming activities, 
and counseling matters, and who is responsible for the continuing opera- 
tion of the unit. In the Boys’ Division, supervision will also be 
received from a Senior Group. Counselor who will oversee the security 
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functions Oi the unit, coordinate the activity and nover^ent or the units, 
and handle najor eren^encies and those r^atters requirinf the use of 
disciplina 2 >^ isolation . 

CounseliijJ^, participation in the unit*s pro^^ran, and disciplinary 
functions distinguish Group Counselor I ffc 33 ?Jipht Group Supervisors, 
whose duties are prisiarily custodial during the sleepin<» hours of 
juveniles in custody. 

llinipun Qualifications : 

Either I - Six rionths total experience (130 shifts) as a 
Groiqj Counselor (Interri-ttent) or t 3 ^o years of 
experience as a Cottage ?fother in the Alameda 
Djusity service - 

“ Possession of a bachelor*s de^nree fxon a 
recognized collep^e or university. 

or III - Completion of the twelth <rrade, MD 

TWo years of recent paid experience involving 
tlie orjjanization, direction, or supervision of 
youth 5 ?roups in a recreational or correctional 
settin*?, 

“ Some acceptable co<i>ination of education and 
experience. 

PTOaotional Opportune ties : After one year's experience as a 

Group Counselor in Alameda County nay apply for the position of Group 
Counselor II, and in some cases, if educational requirements are met 
nay apply for Deputy Probation Officer 1. 



Group Counselor (Internittent) 

Characteristics: Undef- supervision, bh a part-fine basis, to 

be responsible for the care, custody, and welfare of a '^rouo of 
juveniles bein«r detained or sheltered at a facility of the Probation 
Department; to supervise behavior and activities and to quide and 
counsel juveniles; and to do related work as required. 

Group Counselors (Intermittent) perform essentially the same duties 
on a part-time basis as Group Counselors I do on a full-time basis. 
Incidents are on call to provide relief i^ork durinp emergencies and 
durinn vacations and holidays. Incubents are assigned responsibility 
for the care and custody of juveniles and for naintaining short term 
counseling relationships with them in a livin'^ unit. Supervision is 
received in custodial and safety procedures, provramming activities and 
in counseling matters from a Group Counselor II or a Senior Group 
Counselor v;ho v;ill oversee security functions, coordinate activi.ties of 
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sei'eral units and handle najor ei^rffencies or disciplinary prdbleiss. 



Minirna Qualifications: 

Either I - Graduation ftcs hirh sdiool and. 

One year of recent, naid experience involving! the 
organization, direction or supervisitm of ycuth 
Groups in a recreational or correctional settin'». 
(Current enrollF’ent id.th at least sonho^ore stand- 
ing in a reco>^ized college or university nay be 
substituted for the required experience.) 

Or II - Sone acceptable combination of education and 
appropriate experience . 

Possession of a valid California Motor ^'chicle 
Operator*s License. 

Applicants must be at least 21 years of a<:e. 

Promotional Opportunities: After six months of experience as a 

Group Counselor InteiHittent may apply for a permanent position as 
Group Counselor with the Probation Departnent. 



Tasks with Required Knowled.ge and Skills: 

1. Observes conduct and behavio* f juveniles and maintains 
order and discipline at ^1 times; keeps the qroun occuoied 
with constructive activities and imposes punishment when 
necessaiy, such as isolation in room or denial of priv- 
ileges reports the more severe disciplinary prcblens to 
the Senior Group Counselor for disposition. 

a. ability to work and communicate effectively with 
probationer youth i^roups 

b. knowledge of youth xecreational activities and ability 
to organize and supervise them — ^provide orientation 
or demonstrations, observe and evaluate behavior and 
perfoxmance , maintain discipline and order, and provide 
individuals and the qroun with feedback on their 
behavior and the consequence of it. 

c- observation- listening and note-takin" skills 

d. ability to organize, write and deliver presentations, 
proposals and reports to individuals and qroups 

e. knowledge of first aid methods and the ability to 
apply them if necessary. 



o 
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2. Attenpts to anti -social b^avior and assist detainaas 

in adjustin'^ to the institutional livin?^ by individual and 
JirouQp ccunselinf5f; counsels on personal nrcbiess, such as 
relationship with peers, sdiool dif^culties, 8 e= 2 plcynennt 
opportunities; teaches ^ encourages Pood manners, sports- 
manship, and proper attitudes to:*fards work, play ^ citizen- 
ship; conforts i^set § disturbed juveniles 

a. knowled'^e of institutional climate and culture, both 
staff and inmate, decree of trust and comnuni cation, 
values, attitudes, behavior patterns, how inmates view 
certain nroprams and activities, problems, needs, 
Frieviences, etc- 

b. ability to communicate and work effectively with youth 
groups 

C- knowledge of various sports and recreational activities 
and their procedures, social etiquette, proper 
manners, the **world of v;ork and what is expectee from 
the emoloyee", etc- 

d- interviewing skills 

e. individual and frroi^ counseling techniques 

f. how to read and interpret social summaries, case- 
histories, etc. 

g- case-record keeping skills 

h. ability to organize and supervise youth group. 

activities — provide orientation and demonstrations, 
maintain order and discipline, observe and evaluate 
beha’/ior and proidde individuals and the group with 
feedback on their behavior and the consequences of it 

3- Maintains proper living standards § health habits by- 
instructing in personal hygiene, by overseeing daily 
routine hygienic practices, by diecking for &. reporting 
illness, by giving medications ordered by doctor < by 
supervising juveniles at meals. 

a. knowledge of hygienic practices, symptons of common 
illness, how to take temperatures, administer first 
aid, etc. 

b. ability to comaunicate effectively- with injaates 

c. ability to organize, write and deliver presentations , 
proposals and reports to individuals and groups 

d. knowledge of institutional policy and procedures 

Re: personal hygiene, illness living habits, erc- 
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4- OiecJcs on the seoirity § safety of the units at all tir:es; 
inspects windows, keeps doors locked when not in use, keeps 
count of all juveniles in the unit, and is constantly alert 
for attempts to escape. 

a- knoaledfie of institutional policy and procedures 

Re: safety, security, counts, escape atterspts, etc. 

b. observation and listening skills 

5. Organizes or supervises, under the direction of a supeirvisor, 
leisure tine activity, such as ^ssnes, athletics, and crafts 
and encourages participation; instructs in the rules of 
various games € in craft methods; referees ganes § orc^anizes 
tournaments . 

a. knowledge of institutional policy, resources, needs, 
problems, procedures of use of leisure time 

b. knowledge of rules and/or procedures of various sports, 
games, and other leisure time activities 

c. ability to ctnsnunicate and work effectively with youth 
inmate groups 

d* ability to organize and supervise group leisure time 
activities — provide orientation, instruction and 
demonstrations , observe and evaluate behavior and 
performance, maintain order and discipline, referee 
or umpire, and provide individuals and the groups 
with constructive criticism and feedback on their 
behavior and performance 

■'e. observation, listening and note-taking skills 

f- ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 

6. Prepares observation reports on juveniles* attitudes, 
behavior, appearance, interests, skills, progress, € 
heeds; maintains progress reports for use within the Hall; 
keeps the unit log up-to-date. 

a. knowledge of institutional policy, procedures and 
foimats for unit log, observation reports, progress 
reports, activity reports, etc. 

b. observation, listening and note-taking skills 

c. interviewing skills 

d. ability to communicate effectively with youth 
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e. kiio>?ledr:e of institution climte and culture, both 
staff and inaate, probless, needs, values, attitudes, 
hci? they view certain proipraijs and activities, 
prieviences, and other noios 

f. knowledge of institutional prograas, activities, 
resources , needs , probleas , etc. , their departments 

g- ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 

7. Assists in the adaittinf and releasing operation: perfoirjs 
necessaiy booking ^ record work, registers and stores per- 
sonal belongings, searches for weapons or other contraband 
articles, wei*dis and measures detainees, checking for marks, 
bimses, and infection; outfits them with clothing § 
instructs on Juvenile Hall regulations and routines - 

a. knowledge of institutional policy and procedures 

Re: ad^ssion and release, rales and regulations, 

disciplinary action, forms and reports, etc. 

b. ability to communicate effectively with you 

c. interviewing skills 

d. ability to write reports and fill in standard forms 
correctly and legibly ' 

8- Hay transport juveniles between Juvenile Hall § the 

Reception Center or County hospitals for court appearances 
or medical appointments; may act as motorized watchman 
patroling Probation Department facilities during the 
evening hours. 

a. knowledge of probation department facilities, their 
functions, location, contact persons for reception 
or specifi information or services 

b. knowledge of the functions, local and contact persons 
in local iajtf enforcement and administration of justice 
agencies 

c. ability to operate a motor vehicle 

d. ability to read and interpret street maps 

e. ability to communicate effectively 

f. knoii?ledge of institutional policy and procedures 

Re: custody, escape, patroling, etc. 
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Dsputy P 2 X}bation Officer Trainee 



Job Giaracteristics: Under close supervision in a training? capacity, 

to learn the fundaneatals of probation work; to attrnid lectures and 
classes and nake field visits; to assist in investit^atin^ and supervisin^i 
a limited number of probation cases; and to do related work as required. 

This trainee class is desipned to facilitate the recruitment, 
orientation, and training of persons for probation work. Trainees be- 
come fami.liar with departmental policy, procedures, and methods, and are 
required to evince a high deqree of sptitu.de for probation work and, 
interest in it. Periodic evaluations of ‘their perfoznance are made and 
discussed with them. 

\. 

^iinimum Qualifications : 

Either I - Possession of a bachelor’s degree from a recognized 
college or university preferably with specialization 
in one of the social sciences. 

or II - Some acceptable combination of education and experience. 

Twenty-one (21) years of age 

Possession of an automobile may be required 

Good driving record and ability to qualify as an 
insursble automotive risk. 

Willingness to perfoim work requiring irregular hours 

Promotional Opportunities: Upon completion of the program, 

incubents of positions in this class may qualijfy by competitive examina- 
tion for positions in the next higher class. Deputy Probation Officer I. 
Incubents of positions in this higher class perform at the joume>TDan 
level in a variety of assignments involving adult and juvenile offender's , 
children’s cases, and foster home placements. 

Tasks with Required Knowledge and Skills : 

1. Attends organized training sessions and makes field vrsics 
to become familiar with the principles, practices, and 
theory of probation S of the functions of the Probation 
Department. 

a. ability to operate a. motor vehicle 

b. ability to read and interpret street maps 

c. observation, listening and note-taking skills 

d. ability to communicate effectively 
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e. groi^ participant skills 

2. Reads assicnied Eiaterial § takes exasiiiiations to acquire 
and dei:onstrate kncwlede.e of pertinSnt codes ^ laiJS, the 
principles of probation work , 8 departmental lunctions , 
organization and rules - 

a. ability to read and ^^rite effectively 

b. knowledj^e of terrd.nolopj’’ ond concepts of the b^aviorai 
sciences and the ability to obscure, interpret and 
express behavior in these teins and framewoiks 

c. test-takinp skills 
d- study habits 

3. Observes, assists in- and sakes investi stations of allesed 
Juvenile offenses; interviews Juveniles § thexr associates, 
parents, 8 interested parties; develops intervievjin*? and 
case v;ork skills - 

a. knowledge of Probation Departoent policy and procedures 
Re: Juvenile investigation 

b- ability to comimicate effectively with Juveniles, 
their parents, professionals, business sen and oti’er 
people froni aany different backgrounds and walks -ox- 
life 

c- basic interviewing principles 
d- observation, listening and note-taking skills 

e. knowledge of case-record keeping methods 

f. ability to organize, write and deliver presentations, 
proposals and reports 

4. Observes ^ assists in supervision of offenders to attain 
skill in counseling, developing effective relationships, 
interpreting the conditions of probation, ascertaining the 
need for referral to other agencies , and other aspects of 
probation v;ork. 

a. knowledge of Probation Departnient goals , functions , 
policy, structure, program, services, resources, 
needs, problems, etc- 

b- knoi^ledge of local lav; enforcement and judical 

agencies and facilities, their functions, location 
and procedures 
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c. knowledf^e of cosnimity puSblic service agencies, their 
fiinctions, referral process, contact persons, and 
location 

d. basic interviewing skills 

e. basic counseiin'^ methods, principles and assuFiotions 

f. observation, listening and note-taking skills 

g. office and telephone etiquette 

h- ability to communicate effectively with juveniles, 
probation officers, other professionals and other 
persons froz many different backgrounds and walks-of- 
life 

5. Observes counseling techniques used with foster home parents 
and court wards i 

a. knowledge of basic principles, assumptions and methods 
of individual and grotg) counseling 

a. observation, listening and note-taking skills 

6. Participates in Juvenile Hall activities: assists 

counselors, observes detainees, and becomes familiar with 
the operation of the facility. 

a. observation, listening and note-taking skills 

b. interviewing skills 

c. grow participant skills 

7. Prepares investigation and supervision reports to develop 
vezial skills ^ to describe offender, circumstances of his 
offender, circumstances of his offense, § his social 
history, § assists in developing recommendations to the 
Juvenile Court - 

a. knov/Tedge of basic concepts and terminology of the 
behavioral sciences and the ability to observe, 
identify and interpret behavior in such terms and 
frameworks 

b. knowledge of case-record keeping methods 

c. ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 
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d. observation, listening: and note-taking skills 

8- Assists in the delivery of le.gal documents, transportation 
of juveniles, 8 in arranging for nedical, psydiiatiric, 
and psychological consultation . 

a. knowledge of Probation Department policy and procedures 
Re; delivery of legal documents 

b. knowledge of the ftmctions, location and referral 
procedure of public service agencies 

c- ability to comnunicate effectively 

d. office and telephone etiquette 

e. ability to operate a motor vehicle 

f . ability to read and interpret streejt maps 

9. Confers witli sin)ervisor 8 departmental training officer 

regarding his professional progress, ability, capacity, and 
interest in the field. 

a- ability to communicate effectively 

b. listening and note-taking skills 

c. ability to accept criticism constructively 



Deputy Probation Officer I 

Job Characteristics : Under <^eneral supervision, to make investiga- 

ations and prepare recommendations to the courts in cases involving 
alleged offenses by adults or juveniles or against diildren, or in diild 
custody disputes; to supervise adult or juvenile probationers or court 
wards and to aid in their social rehabilitation; to represent the 
Probation Department in court, institutions, foster homes, and community 
agencies; and to do related work as required - 

Positions in this journeyman-level probation officer class are 
assigned to various departmental functions sudi as investigation, 
field or caii^ supervision, or placement. Such assignments are changed 
to meet departmental need or when an incumbent shows competence and 
strong interest in a particular work area. Positions in this class 
are filled by incumbents from the next lower class. Deputy Probation 
Officer, Trainee, or are recruited from related fields and are expected 
to assume journeyman duties within a reasonable period. Cases which 
are likely to respond to intensive counseling, or which are particularly 
complex and involve delicate public contact ordinarily are assigned to 
incumbents of the next higher class. Deputy Probation Officer II. 
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Supervision is received fro^i either a Senior Probation Officer or 
Ihiit Siqiervisor and varies fro^ close inspection of work produced to 
j^eneral review of cases. Casework conferences are held regularly in 
order to discuss problems of cases being carried. Some cases which 
develop aspects may be discussed with the highest adniinistrative 
officers of the department. 

^finimum Qualifications: 

Either I - Successful comnletion of the Deputy Probation 

Officer, Trainee program conducted by the Alameda 
County Probation Department, 

or II - Graduation from an accredited college or university 
preferably with major work in one of the social 
sciences, and. 

One year of full-time paid experience in social or 
correctional casework or in social, recreational, 
or correctional group work. 

or III - Some equivalent combination of education and 
similar experience. 

TVenty-one (21) years of age 

Possession of an automobile may be required. 

Good driving record and. qualification for 
automotive insurance . 

Willingness to perform work requiring irregular 
hours - 

Tasks with Required Knowledge and Skills : 

1. Interviev/s defendant, relatives, acquaintances, witnesses, 
compl ainen ts , and others to determine attitude toward o 
nature of offense, personal ^ social adjustment, school, 
family 5 work histories, living 6 financial circumstances, 
in the life of the defendant. 

a. knov/ledge of Probation Department and imit goals, 
functions, structure, policy, programs, procedures, 
resources, needs, etc. 

b. knowledge of community and probationer needs, problems, 
values, attitudes, etc. 

c. ability to communicate ef£ecti.vely with persons from 
many different backgrounds and walks -of- life 

d. interviewing skills 



o 

ERIC 
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e. 


office and telephone etiquette 


", 




V- 

TT ^ 


counseling tedmiques 
case-reco3rd kt?erin<5 sliills 


« 

n. 


knowledge of basic concepts and terminology of the 
behavioral sciences-himian dei^eiocment, personality. 


• 


criminology, etc., and the dJility to identify and 
interpret bdiavior in suds terms and frameworks. 


i. 


ability to organize: v;rite and deliver presentations 
to individuals and, groups 


j* 


ability te operate a motor i^ehicle 


k. 


ability to read and intei^ret street naps 



2. Contacts employers, public officers, § social a 5 iencies 
to veri^ prior arrest or delinquency history, employ- 
ment record, school adjustment, marital, medical ?■ 
financial status , ^ the lethal s5 tuation of llie defendant 



1 a. 

1 

1 

r 

r- 


knowledge of Probation nepartment and unit goals, 
structure, functions, policy, programs, resources, 
procedures, etc- 


b. 


knowledge of community and probationer needs, pro- 
blems, values, attitudes, etc- 


c. 


know ledge the native, and contact persons in 

various lai*; enforcement, admini-strations of justice 
and social service agencies in the community 


d. 


office and telephone etiquette 


e. 


interviei‘Jing skills 


f. 


ability to organize, write and deliver reports to 
individuals and groups 


\ - 


ability to operate a motor vehicle 


h. 


ability to read and interpret street maps 



3. Confers v;ith sunervisor to develop a rehabilitation plan 
and arrive at a decision to dismiss the case or proceed 
in court, 5 to receive guidance in planning, investigat- 
ing, 5 referring cases. 



a. 


knowledc^e of Probation Department and unit goals , 
structure, policy, functions, programs, procedures, 
resources, needs, etc. 


o 

ERIC 
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b. kr»cwledpe of cormmity and probationers needs, nroblen 
' values, attitudes, etc. 

c- knoirledse based on research and experience of kinds 
of reJi^ilitation strateisies, kinds of offenders and 
the nost aonropriate natchin!- of strate«?ies and 
offenders - 

c- knoitfled*!e of the oolice, court and correctional 
systens and the penal code 

d. office and telephone etiquette 

e. interviewing shills 

f. ability to organize, write and deliver presentations , 
proposals and reports to individuals and grouns 

4. Hreuares case § court reports descrihinn the offender, 
his life situation, the offense, statements of the 
principals the recoFinended plan for rehabilitation 
or disiaissal 8 testifies in court as required . 

a. sane as task #3, plus 

b. case-record keeping skills 

5- Maintains case records § prepares periodic reports 
summarizing work performed . 

a. case-record keeping skills 

b- ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 

c- ability to look critically at his own performance, 
progress and problems 

6. Files petitions, serves subpoenas, obtains p»edical 
treatment permits and clothing for children, locates 
parents of abandoned diildren ^ transports offenders ^ 
court wards - 



a. same as task #2. 

7. Interviews clients; explains nature f conditions o^ 

probation, schedules subsequent contacts 8 arran'^es for 
referral - 



a. same as task #2 



ws cojmr 
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LG5 /XitlELES CC*y}n*Y FPQBATIlTC 
Pri^griti^n Aide Tr^gee 

Jc5> di^-racteiistics: Ihis is sDt civil service cl -issi flection. 

Under sapsrvisicn of a Dejnity Prcbatioji Officer or Svriexvisiji^ Deputy 
Probation Officer will assist in a mde variety of ssds-^rofessi'nal 
tasks related to |<Tcbation cases. 

fUniinsn Qiialificaticns : !3ojie, t'jt eidiibits sn aotitaae Zenferd. 

the r>Gsitio?ij ~lu 5 *yiiiiii'*ness te sir^ierent en-tae-j'^b 
traiiiin°[ witfe fomal remedial study ^Hirsss and otber eeucatit<nal 
TiTOcess as dctcrSdrned by ssplicssts Qualification, skills, and previous 
work history. 

Frosotional Cryportunities : After cne year's successful cerjnleti^n 

at this level say be elii?ible for either the CosEunity %»rker I or tuie 
Cemunity l?orker II classificaticn. 

Tasks with Required SaaS’^ledye ana Skrlls: 

1. Coi^lste routine tasks and ^^sdiex sired fic factual 
infcxsatiGii for the Tsumose of assiscini^ the Deputy 
Probation Officer in casrayin^^ out his surervision § 
investigation res^cnsibilities . 

a. knowled'^e of Probation Deoartsent and unit 
goals, fcincticns, structure, ■policy. prct!raB, 
procedures, resources, etc. 

b . ability to co 73 Simicate effectively vjith persons 
froB laany different baedeyrounds and ^ 7 alks-of- 
life 

c. office and tele!ihone etiquette 

d. ability to operate a notor vehicle 

e. ability to read and interpret street laaps 

f . knowledge of loca'tions , contact persons and 
procedures for gathering infoxsiiaticci from 
various sources 

g. interviewing skills 

2. Under the direction of the Dei>uty Probation Officer: v:iil 

verify resi'^ences; serve legal -oapers; proces.s institu- 
tional releases; arrange transportation ; verify case 
data; locate clien'ts ; obtain reports and files fron 
other offices or agencies; perferr* clerical duties 
incidental to case p.anageinent . 
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a- saze itezs as those im^feT task Si, ^l«s 

b- knir/JieJ^e of filing systen ant* ability file 
and rat rieva in^isaticrn fron files 

c. kac5s’ledi;t: o£ case reccrd procedures 

•i. ^ility to or^-anize aud write reports 



3. Accespaiiy probationers to otiier a^»^eiicies, such as the 
Bureau c-f Public Assistance, g assist probationers in 
obtainin^^ servioss requizea. 



a. kncwledqe of PrebatioJi Departcient and unit *?eals, 
functions, structure, policy, pr^prazs, procedures, 
rescurces, etc. 

b. knowled*»e of cossnaiity and probationer needs, 
probieBS, values, attitudes, etc. 

c. ability to ccinsunicate effectively with persons 
frea many different backgrounds and walks -of-life 

d- knowledge of location, nature, referral process 
and contact person in various local riiblic service 
a«?encies 

e. interviewing skills 

f. office and telephone etiquette 

f:- ^iiity to operate a Botor veliicle 
h. ^ility to read and interpret street maps 

4. Assist Probation /ddes in recruiting community residents 
for various supportive pre^Trams, sudi as community 
imprevement projects, tutors, adult sponsors, fj foster 
homes . 



a. same as task #3 with the exce^tance of item -'d-% plus 

b. ability to organize, write and deliver written and 
verbal presentations to individuals and proups 

5. Assist Probation Ai^es in instruction of parents in 
homemaking and diild care. 

a. knowledge of community and probationers needs, 
problems, values, attitudes, etc. 

b. knowledge of homemaking and child care methods 
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c- ability t ? ccra^iimicate effectively nith t^tschs 
fiy'n i32ny iiffeiefit badiyicunds and f^alks-ef-life 

d- ability t*> c^r^anize, write and deliver **»ritten 

and verbal ^rssentatians tc individuals and <^cups 

e. ability to work effectively as a nerber of a tear 

6. Ha3ie follow-up contacts with clients to assure ccsniiance 
^^th Deputy Probation Officer instructions , sudi as 
Korkin'?, attending school repularly, naintaininp sobriety, 
or observino curfei/ laws. 



a. same as task #3 

7. Participate in staff Ecetin^^s and inservice training 
activities . 

a- provp partici’rant skills 

b. listening skills 

c. note-takina skills 

d. ability to cnnunicate effectively 

e. ability to orf»anize, write and deliver 
presentations, proposals and reports to 
individuals and ipoups 

3. Develop, with supervisor, educational plan involving 
educational courses. Is^lement this Tiian, r>artly on 
County tine and partly on oi‘m tine. 



a. knowlei^e of individual acaderdc strengths, week- 
nesses, easy and difficult subjects 

b. knowledge of prospective career ladder - job 
descri’^tions and required knowledge and abilities 
in order to perfoiro at an acceptable level - 

c. knowledge of Probation Departnent policy and pro- 
cedure in relation to educational development 

d. ability to organize, write and deliver ^Presentations , 
proposals and reports to individuals and groins 

9. Help the probationers to recognize and acquire the 

mannexs, behavioral requirements, and basic infoimation 
necessary for effective re-entry into the opportunity 
structure . 
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a. kncwled^e of Predation Oepartrssnt and imit ~!?als, 
Smetiens, structure, policy , Tsrearans, nrecedures, 
resources, etc. 

b. kROwledjie of cozsaai ty and probationer needs, ^rc- 
blens, resources, stren^’ths, values, attitudes, etc. 

c. ability to cozEunicate effectively with persons ficD 
nany different badt<*rounds and walks-of-life 

d. interviewing skills 

e. knovjled^^e of counseling techniques 

f- kncwled'^e- of nature, referral process, location and 
contact oersens of local r>i£)lic service apencies, 
educational institutions, einloyEent sources, etc. 



Group Aide Trainee 



Job Qiaracteristics : Under simervision of a Deputy Probation 

Officer or Si^srvisinp Deputy Probation Officer assist in a wide variety 
of sub-proressional tasks related to probation cases. 

JiiniguH Qualifications: None, but exhibits an aptitude toward 
training for the position^ plus a willinijness to siqiplezent on-the-ji:^ 
training with forsial reaediai study courses and other educational 
processes as determned by applicants qualifications, skills and 
previous work history. 

Prosotional Opportunities . (1) Coimnunity Service Norker I u"^n 

C'^apletion of one years experience as Groir^ Aide Trainee. (2) Group 
Supervisor I upon cci^letion of tijo years of colleqe. 

Tasks with Required Knov;led<;e and Skills: 

1. Ccnnlete routine tasks $ yather specific factual 
infomation for the purpose of assistinj- the Deputy 
Probation Officer in carryinj^ out his supervision 
and investigation responsibilities. 

a. same as “Probation Aide Trainee**: task #1 

2. Under the direction of the Deputy Probation Officer: 
process institutional ireleases: arrange transoortaion: 
verij^ case data; obtain reports ^ files from other 
offices or agencies and per£or?i clerical duties 
incidental to case management. 

a. same as "Probation Aide Trainee”: task "2 
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3. Participate with Deputy ?rd)aticn Officer in proyr* 
discussions and activiti.es with ycimg pixjbatieners . 

a. kno:^led<7e of Pn^jation Departcant and unit f.oals, 
Smetions, stiuctsire, policy, iroirTiS^, procedures, 
resources, etc. 

b. knewiedre of cc-isnmity and prdjationer needs, prebless, 
values, attitudes, etc- 

c. ability to coissunicate effectively with persons frea 
nany different badenteunds and walks-of-life 

d- rroiip participant skills 

e. listenin'^ skills 

f. interviewing skills 

i*. knowiediTe of counseling techniques 

h. ability to assume leadership and work effectively 
with groups of nrebationers 

4- Assist Probation Aide in recruiting corsnunity residents 
for various sig>portive prcyrasis. sudi as community 
ii^rovement projects, tutors, adult sponsors, and foster 
homes . 

a. same as “Probation Aide Trainee^: task #4 

5, Hake foiicw-iro contacts with clients to assure compliance 
with Deputy Probation Officer instructions. 

a. same as "'Probation .Aide Trainee^: task #6 

6- Participate in staff meetings and in-scrvice training 
activities . 

a. same as “Probation Aide Trainee^: task “7 

7. Develop with supervisor, educational plan involving 
educational courses. Ing}lement this nlan, partly on 
County time ana partly on own time. 

a. same as “Probation Aide Trainee*’: task #8 

Help young probationers to recognize and acquire the 
manners, behavioral requirements, and basic information 
necessary for effective re-entry into the opportunity 
structure . 
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a. sase as ^ProBati^n Ai-^e Trainee'^: task s9 



Cazmjgiity Worker I 

Job (Siaracteristics : Assists prr-fessii?nal staff ia ispleireritin" 

ccsHisiity presrass desi^^ad to prevent delinquency or to correct 
cossimity conditions centributino to delinquency and lack of eccnonic 
c-ppcrtimity: v:otIls within a well <^fined ^^e^praj’hical or proyran under 
close sunervisicn and receives training in the tedinical siczlls and 
kncwie-^Tc needed to inple^ent sutdi prc’^rans. 'ibis is a Civil Service 
classifi cztiGTi . 



ifinisun Qualifications: Gc^ipletion of one year in a recoHnized 

€oun^ traininq pro^ras in ceasunity health or sccial services. 

California Class #3 Driver’s License nay be required- 




as a Cosmmity 
and Social Service Aide II in county e^loyssent. 



Tas ks with Required Knowledge and Skills : 

1. Assists in facilitating cor33uni cation bet^^een the 
agency and the coEimunity by clarifying agency 
policies and programs to cemmunity residents and 
groups and cemveying consnunity cultural patterns and 
attitudes to agency professional staff- 

a. knowledge of Probation Department and unit goals, 
functions, structure, policy, ipograms, procedures, 
resources, etc. 

b . knowledge of community and prrbaticner needs , 
problenis, values, attitudes, etc. 

c. knowledge of ccismunity organizations, groups, foimal 
and infoiimal leaders, etc. 

d. ability to communicate effectively with persons 
from many different baedegrounds and wsiks-of-life 

c. ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 
both professionals and non-professionals 

2. Assists community residents or grciqis in recognizing 
home, family, or community conditions contributing 

to delinquency, lack of economic opportunity, or related 
problems and in working toward correcting these conditions. 
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a. knowledge of Probation Departisent and unit goals, 
functions, structrre, policy programs, resources, 
procedures, needs, ipoblens, etc. 

b. knowledge of cor^iunity and probationer needs, 
problens, values, attitudes, etc- 

c. knowledge of factors which contribute to crime, 
delinquency, poverty, social disorder and other 
social and 'omunity problems 

d- knowledge df community and organizational dynamics, 
the process of change and effective strategies for 
planned change 

e. ability to consnunicate effectively and work with 
individuals and groups - both professional and non- 
professional, youth and adult, representatives of 
the established ‘*ins” and ciisinfranchised **outs”. 

f. gTCi:^) particd-pant skills 

g- ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 

h. knowledge of community resources, public seirvice 
agencies, funding sources, interest groups, etc. 

3. Provides information to individuals or groups regarding 
existing community resources such as public assistance, 
health services and legal aid. 

a. knowledge of community resources, such as, public 
assistance, health services, erg^ioyment services, 
educrational institutions, anti -poverty and other 
federal programs, local organizations, interest 
groiq)s, legal aid, etc. 

b. ability to communicate effectively to persons from 
many different backgrounds and walks -of-life 

c. ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 

4. Prepares written or oral reports on field activities. 

a. ability to organize, write and deliver reports to 
individuals and groups 

5. May gather and con^ile information, through infoimal 
contacts or formal surveys, on community needs, ethnic 
distribution, existing community resources, etc. 
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a. ^ili ty to ccnsiunicate effectively with persims 
frxs HPJiy different backgrounds and walks -of- life 

b . inter viewin<y skills 

c- fcncwledge i.f the lecatii-n, contact perscns, type 
of infersiation and procedures for -^btaininf infrr- 
Eatirn frcn various data sources 

d. ability t^ prepare diarts, granhs, histofrrans 
and other visual displays r*f data 

e. ability t'' perf'^iss routine statistical sanipulaticns , 
such as deteimning means, Dedians, modes, per- 
centiles, etc. 

f. ability t^ organize, prepare and deliver descriptive 
reports to individuals and groups 

g. knowledge of basic mathmetics - addition, subtraction 
Bultipli cation, division, percentile, fractions, 
ratio and proportion, etc. 

h. ability to operate a motor vehicle 

i- ability to read and interpret street ni^s 

6- Hay work with professional staff as part of a casevjork 

team and perform assi.gned duties in carrying out a case 

plan. 

a. knowledge of Probation Department and unit goals, 
■fiinctions, structure, policy, prosirams, procedures, 
resources, etc. 

b. knowledge of case record keening methods 

c. ability to communicate effectively with persons 
from many different backgrounds and v/alks-of-lifc 

d. knowledge of cormiunity and x^robationers needs, 
problems, values, attitudes, etc. 

e. knowledge of social and community problems sudi as 
crime, delinquency, poverty, social disorders, etc., 
and their casual factors 

f. knowledge of community resources such as piiblic 
service agencies, local clubs, <^rganizations, 
interest groups, federal programs, etc. 

g. interview5.ng skills 
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h - counselinfr tediniqiLiS 

i. ability ''r^anize and sanaivise ycuth f^^ups 
and xccreati'nai activities 

3 - kni?wledHe ''f treateent strategies and whidi 
straterdes are nr^st effective for different 
kinds of individuals 

k- ability to operate a BOtcr vehicle 

1. ability to read and intei^ret street naps 

i3. office and telephcne etiquette 

n. groi^ participant skills 

G- ability to organize, v^rite and deliver presentations, 
proposals, and reports to individuals and groups 

7. May participate, under close professional guidance and 
supervision, in group counseling or 5^up therapy. 

a. knowledge of Probation Department and unit .goals, 
functions, structuire, policy program, procedures, 
resources, etc. 

b. knowledge of coisnmnity and pre^stioner needs, 
problenis, values, attitudes, etc. 

c. knowledge of group counseling methods 

d. group participant skills 

e . listening skills 

f- ability to communicate effectively with persons 
from many different backgrounds and walks -of-iife 

8. ^iay be assigned to develop and v;ork with small 
neighborhood grotqis or projects designed to work 
toward the solution of individual or community 
problems . 



a. same as task >^2 



Cemmunity Worker 



Job Characteristics : This is a civil service class. Participates 

v;ith professional staff in implementing community nrorraias designed to 
prevent delinquency or to correct community conditions contributing to 
delinquency and lack of economic opportimity; works v/ithin a well 
defined geographical or program area. 
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^ Qualificatigjis : Ona year*s exr>arience at the level 'f 

-ii'iity hcriier I . Class 3 Driver *s License nay be 

reqiiired . 

Onp art LSii tics : After cne year's successful c'*i- 

T»le*,i- n at tJiis level nay be ellcrible for ^ircnotion t*^ Cmnmity 
Marker ill. 

Tasks with Requ ired ^oivl edge and Skills : 

1- Establishes and naintains contact with ccmunity 
residents, facilitatint; ccrmuni cation between the 
aoency and the coEnnmity by interpretin?i a.aency 
pc^licy and programs to cr-nnunity residents and 
groups conveying; coisamiity cultural patterns 
and attitudes to sj^cncy professional staff- 

a. sane as "CoEsnmity V.oxkox V‘- task #1 

2. i^siSts cormuni ty residents or groups to recoimize hme, 
fanily, or connunity conditions ccntributin.o t*:' delin- 
quency, lack of economic opportunity or related problems 
and to become motivated to work toward correcting these 
conditions . 



a. same as “Community !?orker 1“*: task #2 

3. Contacts c'vmmunity residents, businessmen, and community 
leaders and speaks before coj^ujiity r?r<^anizaticns to 
enlist support and assistance for preqrams and '-zoiv’S 
in the community, 

a. same as task "2, plus 

b. office and teie~^one etiquette 

c. ability to operate a motor vehicle 

d. ability to read and interpret street mans 

4- ^ay assist in the development and orf^anization of 
community groups concerned with delinquency pre- 
vention and community improvement. 

a. same as task #3, plus 

b. ability to assume leadership, organize and 
coorflinate group activities 

c. group expediting skills 

d. knoxiTledge of program development methods 
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5- ^lay »T»r3vide close sur>ervisioii of delinquent i^iners 

and 'prcun or indivi^al ojunselin" of mnois and their 
faiailies in order t*” correct individual or Eardly 
omditiens Icadinr to delinquency. 

a. sane as “Cci^Hunity !?orlcer I“: task =6 



Ccsnunity Morker III 

Jc^ Characteristics: ihis is a civil service class. Particirates 

resncnsibly witli professional staff, through contacts wita conE:raity 
leaders and qroinis , es^jloyers , volunteers , and other agencies , in 
developing and isplesenting asHnunity proj^rass desi<!ned to nrevent^ 
delinquency or to correct coisnunity conditions contributing to delin- 
quency and a lack of e^mooic opportunity; i-jorks witnin a defined 
geographical or pro^ran area. 

janinun Qualifications: One year’s experience at the level of 

Coj^unity I?orker li. California Class 3 Driver’s License. 

Prosotional Opportunities : !?ith the attainsent of a college 

bachelor’s degree eligible for prcsotion to Deputy Probation Officer I- 
V^ith a college Associate of Arts degree may be eligible for Gtouti 
S upervisor I. 

Tasks with Required Knowledge and Skills : 

1. Participates responsibly with professional staff in 

developing and inplementin" procraj^is designed to ccreat 
conditions contributing to delinquency, lack of economic 
opportunity, or other comnumity problems. 

a. knowledge of Probation Department and unit "O^ls , 
^jnetions, structure, policy, prograiiis, procedur^iS, 
resources, needs, problems, etc. 

b. knovjledge of community and probationer needs, 
problems, values, attitudes, etc., and aijaxeness 
of factors contributing to these 

c. knowledge of community resources; such as, piibiic 
services agencies, community groups and organiza- 
tions, professional and interest groups, federal 
programs, self-hel'^ gr^^uos, etc., — tlieir function, 
location and contact persons 

d. ability to communicate effectively with persons 
from many different backgrounds and v/alks-of-ii^c 

s. group participant skills 
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r. f^*3in» sx^sdl'tisi*’ skills 

ability t*3 or^^anize, v:rita and deliver 
Dresentatioiis , ’iirynnsals a^'id resiorts to 
individuals and '^roups 

h. ability to oreanize, supervise, or take 
leadership in freup activities both youth 
and adult- professional and nonprofessi'^nal 

i. knovJled’:!e of nro,a:r22a developr.ent methods 

j. office and telephone eriquette 

k- knowledge of con^unity and or^sPt rational dynariics 
1 . kncwledfe of social action theory and strategies 

2 . Assists co2Eninity leaders and proups within a defined 
geographical area, in recognizing; and ev.^uating 
coETumity conditions contributing to delinquency 

and lack of sconosic opportunity and stisulate^ 
connisiity action toward combating these conditions . 

a. sane as task “1 

3. Coordinates tlie develoDsent of coEEunity resources 
toward the solution of problems of es^loi^ent, 
housin<7, education, health, or social adjustment pji- 
the dissemination of information regarding such 
resources . 



a. sane as task J'l 

Assists oro^essionai staff in planning and ra&licizin" 
conferences and institutes; speaks before ccrmunity 
groups and may coordinate the use of speakers ant 
resources persons - 

a knowlediJe of groan dynamics and expeditinr techniquiS 



b- group participant skills 

c. ability to coiisnunicate effectively with^ persons^ 
from many different backgrounds and walks-of-li>.e 

d- ability to organize, write and deliver presenta- 
tions, proposals and reports to individuals ant. 

groups 



- 
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5. Acts 3 S liaiscn bettve*?*! professicnal staff and cc*r”*miit>' 
leaders tev:ard the iiir^al gaininf ceziznmity sunp^rt and 
ccareraticn- 

a. kncwied^^e of Pi^hation Der*arts?ent and unit f.oais , 
BiTiCtions, structure, policy pro^’rsns, pr^cedur^s, 
resources, needs, prc^leps, etc. 

b. knoaied^e of probationer and cc^zr^jnity n^'i;sS, 
probieJ3. values, attitudes, etc. 

c- kno^^ledge of onsunity resources - local 

organizations, fbraal and injSJisjal progiraris, 
professional and interest groups, etc. 

d. ability to corsunicate effectively ivith 
persons froni nany diffemt backjirounds and 
walks -of- life 

e. office and telephone etiquette 

f . ability to ooerate a motor vehicle 

g. ability to read and interpret street maps 

h. ability to organize, write and deliver 
presentations, pronosais and reports to 
individuals and groups 

6- Assist in the preparation of s<ritten material for tiie 
information of individuals, groups and agencies con- 
cemed with delinquency prevention and comaunity 
improvement - 

a. knoitfiedge of Probation Departrent and unit goals, 
functions, structure, policy, nro*^rans, proced-ires , 
resources, services, needs, problems, etc. 

b. knowledge of community and probationer needs, 
problems, values, attitudes, etc. 

c. knowledge of community and organizational dynamics 

d. knov/ledge of strategies for individuals, groups, 
organizations and community change and development 

e. ability to organize, write and deliver presentations, 
proposals and reports to individuals and groups 
from many different backgrounds and walks-of-life 

7- Prepares written reports on field activities. 
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a. observation and 1 ' itening skills 

b. note-taking skills 

c- ability to organize, write and deliver reports 
on field activities 

8. May counsel individuals or groins regarding a>zn3unity 
resources available to deal witii problezis of delinquency 
prevention and control. 

a. knowledge of Departsent and Conmunity resources 
available to deki tvith prcblers of delinquency 
prevention and control 

b. ability to communicate effectively with persons 
froH nany different bacdcgrounds and walks-of-life 

c. ability to organize, write and deliver presenta- 
tions, pronosais and reports to individuals and 
groups 

d. group participant skills 

e. office and telephone etiquette 

9. May assist in planning and conducting training for 
individuals and groups . 

a. same as task #1 

10. May supervise others engaged in the implementation and 
operation of assigned programs or projects. 

a. same as task #8, plus 

b. ability to assume leadership, organize and 
supervise individuals and group activities and 
assignments - provide orientation or demen- 
stration, evaluate performance, and provide 
feedback on effectiveness, progress and problems 

Group Supervisor I 

Job Characteristics : This is a dvil service class. Maintains 

order and security during sleeping hours in a facility maintained by 
the Probation Department for the custody, care, and rehabilitation of 
juveniles . 

Minimum Qualifications : 



Completion of two years in an accredited college. 
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Promotional Opportunities : Project unsure. 

Tasks with Hc guircd fecigledge 3id Skills: 

1. Maintains order § security in the domitory and 

investigates unusual sounds and occurrences. 

a. knov/ledge of institutional policy and procedures 

b. ability to cosniunicate effectively with persons 
from many different backgrounds , age levels , etc. 

c- interviewing skills 

d. knowledge of institutional and child prebationers 
needs, problems, attitudes, behavior patterns , etc. 

e. ability to woi^ with children individually or in 
groups in leadership, supervisoiy or supportive 
roles, show interest in them as individuals, demon- 
strate concerri for their progress and problems 

and provide assistance or initiate actions in 
response to their needs 

f. ability to observe and identify negative or self- 
defeating behavior and confront diildren with it 
in such as way so that they can see that it can 
interfere with the readiing of their goals 

2. Takes appropriate action to prevent escapes, rule 

infractions , or other disturbances . 

a. same as task #1, plus 

b. knowledge of counseling techniques 

3. Observes § records the behavior and actions of individual 

children. 

a. knowledge of institutional climate and culture, 
both inmate and staff needs, problems, attitudes, 
behavior patterns, etc. 

b. observation and listening skills 

c. ability to organize and write reports 

4. Makes periodic rounds of sleeping quarters, 
a. same as task #1 

Inspects bedding, ventilation, and heating in sleeping 
quarters . 



5 . 
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a. kno'.fledge of policy and procedures in relation to 
bedding, ventilation and heating — how to operate 
equipnent, inhere supplies are kept, etc. 

6. Participates in adnitting and releasing children frca a 
juvenile hall. 

a. knoii^ledge of Probation ifepartcent and Juvenile Hall 
goals, functions, structure, policy, prograns, pro- 
cedures, etc- 

b. knowledge of admission and release procedures, 
standard forms, etc. 

c. ability to ccimsanicate effectively with persons from 
many different backgrounds, age levels and walks -of- 
life 

d. interviewing skills 

e. ability to work with children individually or in 
groups in supervisory or supportive roles, maintain 
order and discipline, etc. 

7. Oiecks the children each morning to see that they are 
properly attired and are on time for school, work assign- 
ments, and group activities. 

a. knowledge of institutional policy and procedures; 

Re: dress, attendance for various activities, etc- 

b. ability to communicare effectively with persons from 
many (Afferent bath grounds, age groups, and walks - 
of-life 



8. Restrains emotionally disturbed children when necessary. 

a. ability to chseive and identi:fy behavior patterns or 
incxidents as indicative of emotional disturbance 

b. ability to communicate effectively with children 



e. interviewing skills 

d. knoitfledge of counseling techniques 

e. ability to show interest in children as individuals, 
demonstrate concern for their progress and problems , 
provide assistance in response to their needs , and 
confront them with self-defeating behavior and the 
possible consequences of such behavior in such a way 
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so that tiiey c^j\ seo h-T‘f it can interfere 
with adiiov^nt of their «oals 

9. Keens records, nv^-rts, sad nerforos other 

clerical duties as assigned- 

a. observation, note-taking and listening Si.illo 

b. ability to organize, writs and deliver presenta- 
tions and reports 

c. knowledge of filing s;ptem and ability to file 
and retrieve inforsaation 

d. office and telephone etiquette 

e. ability to operate various office e-quipaent, sud 
as, typewriter, laimeograph, copy machine, etc. 

10. Hay do mending and sewing and sorting clothing and 

linens. 

a. knowledge of mending and sewing techniques 

b . knowledge of procedures , Re : clothing and linen » 



Deputy Probation Officer I 

Job Oiaracteristics : Perfouas 

sunervision for the least complex cases 
sra-^r^dsion of adults convicted of violations of law or 
gation or supervision of delinquent and non-delinquent children 

and jv-veniles. 

Minimum Qualifications: 

Graduation from an accredited college and either: 

1. ■ Completion of an approved training program m 

probation work, or 

2. One year’s social casework, sorial groupwork, or 
recreation experience in a recognized social wor 

or other agency, school institution or probation camp, 

or 

3. Completion of 24 units of graduate work in the 
behavioral sciences in an accredited college. 

California Class 3 Driver's License or its equivalent 
At least 21 years of age 
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Tasks : 

1 Investigatss and evaluates cases o£ adult applica^s £or 
StiS or jweniles referred to the Probatxon Depart- 
nent considerin» such factors as the alleg^ion, prxor 
record or referri. soaal tostory, and emironEental , 
econonic and psydiological influences. 

2. Prepares reports and 

departeent and the court in Baking dispositions of adu.t 
or juvenile cases. 

3. Counsels tlie least a*ieve 

assure conpliance with court orders and to acn 

a socially acceptable adjustment within the comunity. 

4 Develops and implements treatment plans 

Se ?^SiliStion can be aficved,« 
of control and modification of behavior and the use 
o£ family and community resources. 

5. Con£ers with supervisor, and evaluates and maintains 
records on the progress o£ assigned cases. 

6 Provides counseling to diildren and juveniles 

in a £acility maintained by tlie Probation Department 
and si 5 )ervises their daily activities. 

Kno^tf ledge and Skills : 

Refer to Alameda County P’™’’ation Department, De^ 
Probation Officer I. The typical tasks listed mder 
Los Angeles County and Al^eda County 

0££icer I position speci£ications vary somewhat, > 

as a whole! essentially the same set of knowledge md 
skills are required to perform as a Deputy ro a i 
0£fi.cer I in either department. 

S‘is 

material here. 



GUIFORMIA DEPARFIBH- OF CORRECTIONS - PAROLES 



CAREER LADDER 
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CALIFORNIA DEPARBSENT OF CORRECTIONS PAROLES 



Coroinity Service Trainee 



Job Characteristics : Asi established entiy level civil service 

position. Trainee is oriented to the goals, policies, and procedures 
of A.dult Paroles. Duties are phased in gradually increasing lei^els of 
responsibility and critical abilities. Emphasis at this level is on 
observation of the stg>ervision and treatment process, trainees will 
assist in the eE©lo 3 onent, social and community re-adjustment needs of 
parolees . 

^5iniInmI^ Qualifications : 

1. Able to pass a state medical examination 

2. Must be 21 years of age or older 

3. I'fust not have any felony convictions 

4. Must possess or able to serve a valid 
California Operators license 

5. Must have 6th grade education 

6.. Must be acceptable to staff of Division of Parole 

and Community Services, and be approved by California 
State Personnel Board to TAU status appointment 

Promotional Opportunities : After six months successful experience 

as a Community Service Trainer, and successfully passing the ci\dl 
service test may be promoted to Parole Aide I position. 

Tasks with Required Knowledge and Skills : 

1. Provides liaison between professional parole staff, the 
parolees and community groups . 

a. knowledge of CDC and unit goals, functions, structure, 
policy, programs, prpcedures, facilities - their 
function, location and lines of communication and 
authority, problems, needs, resources, etc. 

b. knowledge of unit program and their goals, procedures 
and lines. of communication and authority 

c. knowledge of community and parolee problems, needs, 
resources, values ,* attitudes , behavior patterns, etc. 

d. ability to communicate and work effectively with 
individuals and groups — professionals, businessmen. 



o 

ERIC 



- 53 - 



'J)’S:«STPJ\TION OF JUSTICE GPANiT KO. 0-8-C80715-4645 (GS5) 

J. DOUGJU^ GRATTF, P.*iniCIPiU L^r.'SSTiaVTOR 

e. kaoMledrfe of conzumity '’xcups and their *^oels, 
functions, services, prograss, prdblens needs, 
etc. , and contact persons with then 

f. ability to organize, write and present written 
and veibal piesentations sadi as proposals and 
reports to individuals and groups 

office and telephone etiquette 

2- Transports parolees as assigned. 

a. license and ability to safely operate a motor 
vehicle on California streets 

b. ability to read and interpret street saps 

c. kiiow ledge of local couEiuni ty - locations of CDC 
facilities and related law enforceiEent, adminis- 
tration of justice and correctional facilities, 
locations of different neighborhoods and specific 
sites, pTOgrams, etc., within them 

d. ability to communicate effectively 

e. ability to follow written and verbal directions 

f . knowledge of first aid procedures and the ability 
to apply them if and when necessary 

3. Enccura'^^es parolees to seek help when in need' of prograi:.s 

available services. 

a. knowledge of CDC and unit goals, functions, structure, 
lilies of coiainuni cation and authority, pro 1 icy, pro- 
grams, services, procedures, problems, needs, 
resources, etc. 

b. knowledge of available employment, housing, recreation- 
al, educational, vocational, family, social and other 
services in the coisniunity, "their goals, functions, 
procedures, location and contact persons 

c. knowledge of community and parolee problems, needs, 
values, attitudes, behavior patterns, etc. 

d. interviewing ksills 

e. basic counseling techniques 

f. ability to communicate effectively with professionals, 
parolees, and persons from other backgrounds or 
ethnic groiros 



- 54 - 



OF JiiSTItS 

J. D3UGLAS ?EI!:Cir*J 



?:0. O-8-0S!)71S- ^5i:* (osr-3 

E.'VXSTiGATOR 



4* Assists piroleas in re-estd>iis*iin’ fnvczrible as^inity 
rciations'iips . 

a. ”*5 c5 cD=^na5sity sn.il parolae probicrs , n^eds , 
vala 3 S, attitiif-ss , bdinvicr patterns, etc. 

b. of OKT anJ corstumity xesoarces, service 
agencies, prorrai^s, etc. 

c. i.ntOTvioisjLzi'i skills 

d. basic counseling techniques 

2 . ability to cossamicate effectively sfith parolees, 
busisessissnjy professionals and T>ersons fitti various 
other back 5 ! 20 unds and ethnic -ireups 

f. ability to Identify seif-defeatin" attitudes and 
behavior patterns and point these out and their 
possible consequences to paroleas 

5. insists parole af^ents in perfoiEin*^ routine tasks. 

a. • ^ility tc read, write and spell effectively 

b- ability to observe individual and i^cup behavior- 
take descriptive notes, etc. 

G. ability to sort, classii^, t^ulate, and perfoxa 
other sinple nanipulations of various kin& of 
rs? dnta 

d- ability t'^ operate c"^ nachine. tape recorder, 
typewriter (no speed Unit) and otlier cennon 
office equiiHsent 

e. license djility to operate a actor vehicle 
£- ability to read and interoret street naps 

2 . interviewing skills 

h. ability to coimunicate effectively verbally and in 
writing 

i. office and telephone etiquette 

j. ability to follow written and v^erbal divections 

6. Encourages parolees to attend parole ptoup meetings in 
ccrnpliance with parole agreements, 

a. knowledge of CDC and unit goals, functions, structure 
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?^rx>cedures, etc. 

b. sbiix^' t^o conriolciite exfectiveiy Kitlx pa 3 v>lcns 

c. !cnoH"ledfe of p-iroiee problens, needs, values, 
attitudes, be’iavior patterns, etc- 

d. intervieK?iiiT^ stiills 

e. basic counseling techniques 

f. ability to identify nnJ point out to prrolccs 
seif-defeatina behavior patterns and the 
possible consequences of sudi behavior 

S* ability to show interest in and respect for the 
parolee as an individual, Jenonstrats concern 
for his prcbieiis and needs and ioitate actions 
or provide suggestions in response to naralce 
prdjlens and needs 

7. Giecks monthly reports for cocjpleteness and accurnev 

and files nonthiy reports. 

a. knoi^iedge of monthly report fom and the uurpose 
of each ite« 

b. ability to read, write and spell 

c- knowledge of information sources and ability 
to chedc reports against sudi sources 

d- knowledge of filing system and ability to file 
and retrieve reports from the file when necessary 

8. Participates in ^oup meetings. 

a. Knowledge of community and parolee problems, needs, 
resources , attitudes , values , behavior patterns 
etc. 

b. ability to communicate effectively with both 
parolees and parole agents 

c. interviewing skills 

d. knowledge of basic counseling techniques 

e. knowledge of the dynamics of group process 

9. Translates and interprets for parole agents in individual 

counseling . 
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a. X3cwied*’c of co^ismiaty rmd. oaroloa prcbless, 
needs, rescairccs, attitudes, values, hch^xi'jT 
patterns, teis 2 S an<i expiessions anJ other iotds 
and diaracteristics 

b. ability to eernmiicate effectii^ely with bctli 
parolees and par'ie agents 

c. interviewing skills 

d- knowledge of basic oHmsclinf tedmiques 
10. Develops es^jloyEent leads for parolees. 

a. knowledge of ceneanity and parolee problens, needs, 
resources, values, attitudes, behavior patterns, etc. 

b- kncailedge of erjployseat services, piograns, 

inforaation sources, etc., available in the con- 
nunity, where they are located, how to secure 
then and idiat their nrsiblens, needs and resources 
are 

c. ability to cemsunicate effectively with aany 
different people fron different backgrounds and 
walks -of- life, such as, professionals, business- 
sen, lay-persons, parolees, etc. 

d. intarviewinq skills 

e. drivers license and ability to safely operate a 
notor vehicle 

f. ability to read and interpret street aaps 

g. office and telephone etiquette 

11- Facilitates nei<^borh"*od relations vjith the parole staff . 

a. knowledge ox CDC and unit goals, functions, structure, 
policy, prrograias, services, procedures, problems, 
needs, resources, etc. 

b. kneii7lcdve of coiiBiiuniiy and parolee organization 
porblesis, needs, resources, values, attitudes, 
behavior patterns, etc. 

c. ability to cciumunicate effectively with individuals 
and grows fron many di:^erent backgrounds and 
waiks-cf-life, such as, professionals , businessmen, 
lay-persons, parolees, etc. 
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12. 0evelr?s hoasin'T ros-^urces. 



a. S£i?3 as tas!: *19; :sily zelat’.^ hx'»nsin 

liseds, pri;bl»s^s, resources, service n.'^encies, 
pra^raEss 

13. /issists jn the gathering end analysis of data for 

research projects . 

a. foicHlcdre of infbznatinji sources and classification 
systeas and where they are located, who to ask 
specific data, etc. 

b . inteiadewinp skills 

c- observation, listenin:^ and note -talcing skills 

d. data handling tediniques : t^ulation, collation, 

sorting, and sieple statistical concepts and 
Eisnipulations , sudi as scan, ?»edian, isode, 
frequency, percentile, etc- 

e. kncwledoc of basic axithiiietic operations 
(addition, si^stiactic-n, inultiplication, 
division, percent a-?^e, etc.) 

f. knowledge of nodels and ability to draw diarts, 
giajhs, flow diarts, etc. 

p. knowledfe of basic tezssinolGi^ and osncepts in 
researdi Estliods and desii»n; sudi as, randca 
sazi^ling, hypothesis testing, dependent and 
independent variables, constants, controlling 
for vaiabies, correlation, significant differenojs, 
scientific method, etc. 

h. ability to or^^anize, vjrite and deliver proposals, 
repoirts, and other presentations 

i. diility to cojiaminicate effectively with par>/lces, 
parole agents and otlier persons from different 
backgrounds and v/alks-of-life 

j. office and telephone etiquette 

14. Locate zaissing parolees and encourage when to come to 
the office and seek help. 

knowledge of CDC and unit goals, functions, 
structure, policy, procedures, problems, resources, 
needs, etc. 



a. 
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b- kncwied'^e of cc^rasiity paiolce prd>iei3S, 
xesouarcas, needs, v^luts, attitudes, behavior 
P'^ttems, etc- 

mtcrvr*-vin" skills 

l« bssic oimselin" techniques 

c. cb.iity to cersmmicate effectively with parolees 

f. office end telephone etiquette 

e. knowledge of local cosnunity - neighborhood 
han!7cuts, ce^rnunity infoisisi leaders, etc- 

h. drivers license and ability to safely operate 
a Eotor vehicle 

i. ability to read and interpret street a<^s 

15. flake routine contacts with i?>; enfjrcenent and probation 
a^^encies re^ardinq clearance for release upon parole to 
the coisnmity, court § arrest reports, etc. 

a. ‘knowiedre of CDC and unit '^-'^als, functi .ns, 

structure, policy, proqrafis, services, lines 
of conaunicaticn and authority 

b. knouledae of local law enforccEent and prcbation 
ajrencies, their i^oals and functions, parocedures 
and contact persons, where thcgr are located, etc. 

c. office and telephone etiquette 

d. ability to cosnunicate effectively verbally 

and in writing basic graomar, punctuaticn, usage, 
spelling, letter writing, etc. 

e. interviewing skills 

16. Help organize and supervise parolee group activities. 

a. knov; ledge of CDC and unit goals, functions, 
structure, policy, prograas, services, procedures 

b. knowledge of coinsunity and parolee probleias, needs, 
resources, organizations, values, attitudes, be- 
havior patterns, etc. 

c. leadership ability 

d. ability to 03 rganize, coordinate, and supervise 
adult groiw artivities 
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e. ability to c{rs?uiiicate effectively with paxole 
agents and parolees 

f- office and telephone etiquette 

g- ability to organize, write and deliver written 
and veibal presentation proposals and reports 
to individuals and groups. 



Parole Ai.de II and III 



Job descriptions for the positions of Parole Aide II and Parole 
.Aide III are oirrently being developed by a correctional new careers 
task force in Sacramento eade of chief administrators from each 
region that is conducting a new careers program and the Director of 
State Personnel Board *s Career Opportunity Development Project. 

Trie task force is applying a systems approadi to the analysis 
of the correctional system; i.e,, defining objectives, performing 
functional task analysis, e^ioring new roles, etc- Line staff who 
have been dii^ctly involved with the new careers programs are serving 
as resource persons on the task force. 

Within a few months, the task force will present to the Director 
and regional administrators, their plan for a career ladder beginning 
at entry-level and leading to the professional Parole Agent series, 
ilhen approved, the career plan will be presented to the state Personnel 
Board for the establishment of new position classifications. The 
State Personnel Board is coraiitted to the principal of an effective 
career ladder. 



Parole Agent I 



Job Characteristics : Ihis is the entry level professional 

classification. Under supervision, to cany a case load involving 
office and field work in the sunervision and guidance of adult 
ptirolees from State correctional institutions; and to do other work 
as required. 



Minimum Qualifications ; 



Ten montlis of e^erience pejfojining the duties of a 
Correctional Case Hork Trainee in the California state 
service. Applicants who meet the experience reqixire- 
ment will be admitted to the examination but must 
successfully conplete the one year in-service training 
program for Correctional Case tVork Trainees before they 
may be appointed; or 

One year of experience in collectinp , evaluating, and 
interpreting social, behavioral, and vocational data for 
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purposes of ccisiselinp -3n4 pr-ozotin^: individual adjustaiont 
and ir^abilitation . “Riis experience Eust have been ‘■^ained 
in one or a c<^ina.ticn ^^f tbe follcwinj; fields: 

1. Probation or parole; or 

2. Vocational guidance or r^abilitation; or 

3. ^Sedical, psychiatric, or correctional case woi?:; or 

4. Clinical psydiolOJ»y 

(Graduate work in sociology, psychology, crininology, or 
in a recognized shcool of social work may be substituted 
for the required experience on a year-for-year basis, 
i^licants substituting education for the entire experi- 
ence requirenent 33ust have corpleted the equivalent of 
one academic year in an approved couipse in supervised 
case woric or <»rrectional field work during or supple- 
mental to their graduate work. Graduate students in one 
of these fields will be adEdtted to the examination but 
crust produce evidence of completion of one year of 
graduate work and the required year of supervised case 
work or correctional field work before they will be con- 
sidered eligible for appointment and. 

Equivalent to graduation from college. (Additional 
quali^ing experience may be substituted for not more 
than two years of the required education on a year-for- 
year basis.) or 

IWo years of full-time paid e^erience in one or a 
cvmbination of the foliGwin*^: 

1. Supervising inmates in an adult correctional 
institution where duties included participation 
in treatment and rehabilitative programs; or 

2. Investigating crimes or cos5)laints in a law enfor- 
cement agenejr with duties which include interview- 
ing persons concerned and writing reports on cases. 
(Experience as a patrolman or traffic officer is 
not qualifying.) and 

Equivalent to graduation from college. 

Promotional Opportunities : This is an entry level professional 

classification and all regular promotional opportunities are open to 
persons attaining this level. 

Tasks with Required Knowledge and Skills : 

1. Counsels parolees, helps them to understand their 
problems, and adapts the treatment program to the 
individuals . 




- 61 - 



AKJI!JISTRATIO:i 0? JUSTICE 
J. DOUGLAS 




CRA!5r no. 0-8-080715=4645 (OSS) 



2. IntCiiHLews friends and relatives of p?irolecs and adults 
on parole and interprets to then the parole treatment 



a. huGMledge of CQC and unit <ioals, fenctions, 
structure, policy- services, prograri, pro- 
cedures, piobless, needs, resources, etc. 

b. knowledge of co^smnity and parolee probleBS, needs, 
resources, values, attitudes, bdiavior patterns, 
etc. 

c. ability to coiamunicate effectively 

d. interviewing skills 

3. Develops en^jloyxnent opportunities for persons eligible 

for or on parole. 

ai sane as task 52 itenss, plus 

b . office and telephone etiquette 

c. knowledge of es^loyiaent .needs and problems of 
parolees and available. services, resources, programs, 
prospective employers, etc., in the community - 
where they are located and contact persons 

d. ability to or.ganize, write and deliver written 
and verbal pTcesentaticns , proposals and reports to 
individuals and qrouos 

4. Investigates paiple plans to determine acceptability. 

a. knoi^ledge of CDC and unit goals, functions, 
structure, policy, programs, services, parocedures, 
problems, resources, needs, etc. 

b. knowledge of coimnunity and parolee resources - 
problems, needs, .values, attitudes, behavior 
patterns, etc. 

c. office and telephone etiquette 

d. ’ ability to communicate effectively 

e. inte:nd.ewing skills 

f . ability to safely operate a motor vehicle 

g. ability to read arid interpret street maps 



pro,gTams . 
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h. ^iUty to detersive and wei^h relevai^t 
infbV* 32 tion, mske logical infetencas fror> 

,±Zj E^c critical decisions and initiate 
‘ actions in relation to such decisions 

5. Keeps infoiaed as to the policy and standards of tlie 

"oaToling autliorities and the Departisent or 
Corrections goi^eming die individual treat-sent of 
parolees . 

a. Knowledge of infoioatxon sources 

, abiiily to read and understand relevant .senos , 
manuals*; statements , etc. ' 

6. Places parolees in activities suited to their individual 
aptitudes, training, and abilities. 

3 . knowledge df'CDC and- unit goals, functions, 

structure, policy, programs, services, procedures, 
resources, prt^lems, needs, etc. 

b. ability to read and interpret information available 
in case histories and from other sources, make 
logical inferences from it, make critical decisions 
and initiate actions in relation to sudi decisions 

c. knowledge of commimity and parolee problems, needs, 
values, attitudes, behavior patterns, etc. 

d. - interview skills 

8. counseling techniques 

• £. ability to coisnunicate effectively with parole 

agents, parolees and other persons from different 
backgrounds and walks -of- life 

-g. ability to orgsmize, write and deliver presentations, 
" proposals and reports to individuals and groups 

h. knowledge based on experience and research of whidi 
activities are most appropriate for which kinds 
Q-f uiciivitJizs-ls under Whi cJi cxrcunis"t 2nces 

. 7. Works with and secures the cooperation of social, law 
enforcement, recreational, religious, educational 
and other agencies concerned with rehabilitation of 
parolees . 



ilKHNISTRATlON OF JUSTICE G3AJ3T ?X). 0-8-080715-4645 (085) 

J. DOUGLAS GRAIir, PRINCIPAL BiVESTJGATOIt 



a. knowledge of C9C and unit goals, fiinctioiis, 
stiucture policy, prograas, services, tesources, 
procedures, pro?) lens, needs, etc- 

b. knowledge of corsaanily and parolee problems, needs, 
attitudes, values, behavior patterns, etc. 

c- knowledge of other service agencies in the coinmunity 
concerned with rehabilitation - what their nature 
and referral process is, who the contact person is - 
and where they are located 

d. ability to coiffinznicate effectively with individuals 
from various backgrounds sudi as professionals, 
businessmen, 1^-people, parolees, etc. 

e. office and telephone etiquette 

f. ability to organize, write and deliver written and 
verbal presentations, proposals and reports to 
individuals and groups 

g. interviewing shills 

h. ability to work effectively as a menber of a team 

- or cooperatively with individuals from other agencies 
or coEcnmity groijps 

8- Recommends to the adult paroling authorities changes 
in individual conditions of parole required for 
effective rehabilitation. 

a. same items as those listed for task #6 

- 9. Utilizes case work methods in the sigjervisicn of parolees 

and makes individual diagnosis and progress reports 
indicating case prognosis . 

a. knowledge of CDC~andv?n}it goals, '‘fcnctions, 

■ structure, policy, programs, services, resources, 
procedures, problems, needs, etc. 

. . ' b, knowledge of community and parolee problems, needs . 

values, attitudes, behavior patterns, etc. 

c. knowledge of c'onmunity resources and other service 
agencies concbmed with rehabilitation - what their 
nature and referral process is, where they are lo- 
cate-!,' and the contact person is 

d. interviewing skills 
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e. ccimselins tedmiques 

£. Im^swled^e of case-iecoid keeping riethods 

g. d/llity to lead and interpret infomation 
obtained frcn cas_e~-Mstories and other 
sources, Q^e logical inferences fxes it, 
nake critical decisions and imitate action 
in relation to sudi decisions 

* ■ h- . ability to s^^ervise parolee aciivities, n^e 
cbservati'ons, deteraine profnress and problems, 
provide parolees with orientation, a^rise and 
feedback on their actions or the consequences 
of their actions, etc. 

i. kncwiel3ge based on research and experience of 
nonsal patterns and prognosis for parolees in 
different situations 

3 . ability to organize, write and deliv r 
presentations , proposals and reports to 
individuals and groiros 

k. ability to comsninicate effectively with paiole 
agents, parolees, and other persons from various 
backgrounds and walks -of- life 

l . office and telephone etiquette 

n; ability to operate a motor vehicle 

m. ability, to read and interpret street maps 

10 . Invesitgates' cases of* parole violators, coiopliles 

evidence required to effect the suspension of 

parole, and apprehends violators for return to 
* custody. 

a. knowledge of CTC and unit goals , functions , 
structure, policy, programs, services, procedures, 
problems, needs, etc. 

b. knowledge. of community and parolee problems, 

■ ne^ds, .values,- attitudes, behavior patterns, 

■ organizations, hangriouts, where different 
neighborhoods are located, problem areas \fithin 
these neighborhoods, fete, 

c. interviewing ski 11 s -listening and note-taking 
■d. office and telephone etiquette 
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e. ^ility to operate a notor vehicle 

f. ability to leai and interpret street nsps 

knowledge of hcsj to read and interpret infomatio?! 
available in case histories and ffon other sources, 
E^e logical inferences froa it, sake critical 
decisions and initiate actions in relation to sndi 
dedsions 

h- ability to c^nsammicate effectively with individuals 
ffon various different backgrounds and walks -of- 
life; such as, parole agents, parolees, profession- 
als, ■businessaen l^-persons, etc- 

i. abili-Qr to organize, write and deliver presenta- 
tions, proposals, reports, etc., to individuals 
and groups 

j. knowledge of other law-enfbrcessent agencies, their 
fenctions, structure, procedures and personnel to 
contact for specifec inforeation or actiens 

k. knowledge of methods of self-defense and ability 
to use then if necessary 

l. knowledge of first aide methods and ability to use 
then if necessary 

n. knowledge of CDC policy and procedures and state 
law, re: apprehension, custody , or treatment while 

in custody 

11. i!akes special investigations for the adult paroling 

authorities. 

a. knoif ledge of CDC and AA goals, fenctions, 
polity, structure, procedures, etc. 

b. ^ility to connunicate effectively with persons 
from many different backgrounds and walks-of-life 

c. interviewing skills 

d. knowledge of coinniinity and parolee problems, needs, 
organizations, resources, values, attitudes, 
behavior patterns, etc. 

e. ability to organize, write and deliver presentations , 
proposals and reports to individuals and groups 

f . ability to read and interpret information available 
in caserhistories and from other soux'c?s, make 
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lo^cal inferences fron it, nsxp critical lealsitr's 
and initiate* actions in relaticn.to sucJi.decisicn?-. 

12- Prepares case histories, dictates correspondence, end 

prepares reports - 

a. kncwledge or CDC and unit goals, functions, 
stiucture, policy, progrars, services, resources, 
needs, pr^l<^, etc- 

b. knowledge of G>r33imity and paxclee probiess, 
needs, values, nttituxles, behavior patterns, etc- 

c. knowledge of case-record keeping rethais - letter 
forsss and report outlines 

d. ability to organize and write case-records , letters, 
reports and other laaterials 

e. knowledge of h(^ to use dictating nadiine 



Correctional Counselor I 

Job Chara cteristics : Iftider general supervision, to asserble,^ 

organize, analyze and record inforoaticn necessary for classification 
and parole planning fox prison inmates; to interview and cou^el 
inmates and assist with their adjustment and plans for reh^ilitatiop. 
in a correctional setting; and to do other work as requireci- 



Classifi-cation is the stu3y of the individual prisoner for 
purposes of understanding his neesfe and providin*! an admi^stra- 
tive procedure for carrying out a progras for his rehabilitation. 
Einployees in tliis series are usually assigned elthex to a reception 
guidance center or to a State correctional facility. Reception 
guidance centers prepare an evaluation of an innate and make recGT^en- 
dations for his sii)sequent classifi. cation, assignment, and treatmena. 
in a correctional setting. State correctional facilities attempt 
to rehabilitate and prepare an individual for return to the coimiiuiii ty. 

Employees in tlie next hi^er class of Correctional Counselor II 
generally are given specialized program assignments and may assume, 
on a regular or temporary basis, leadership responsibility for 
classification and treatment functions - 

Minimum Qualifications: 

Ten months of full-time paid experience performing the 
duties of a Correctional Case Work Trainee in the Califor- 
nia state service. Applicants who meet this experience 
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requirezsent ifill be cjfzatted to the examnaticn, bait 
successfully cor5>lete the- one year in-service train- 
infj progran for Correctional Case h’orlc Trainee before 
they nsQT be ^pointed- or: 

fee year of eT^rerxence in collecting, evaluating, and 
interpreting social, behavioral, and vocationai data 
for purposes of counseling and pronoting individual 
edj us tn en t and rehabilitation* This 
have been gained in one or a coi3)ination of the 
follcwing Selds: 

1. PsTobation or parole^ or 

2. Vocational guidance or rehabilitation; or 

3. Hedxcai, psychiatric, or cozrectional case 

work; or 

4. Clinical psydioiogy 

(Graduate work in sociology, psychology, crisinology, 
or in a recognized sdicol of social woric be Siib- 
stituted for the required experieno? on a year-for- 
year basis, ^pplic^nts sidsstitotinj? education fer 
the entire experience requiresent sust have conpleted 
the equivalent of cne acadenic year in an approved 
course in supervised case work or correctional field 
woric during or supplement al- to their graduate work. 
Graduate students in one of these fields will be 
admitted to the exasnination, but nust produce 
evidence of coiroletion nf one year of graduate work 
and the required year of supervised case woi^ or 
a correctional field work before they will be con- 
sidered eligible for appointnent.) and, 

Equiyal^t to graduation froin college. (Additional 
quili:fying experience nay be siibstituted for two 
years of the required education on a year-for-year 
basis.) or, 

T^o years of full-tise paid experience in the super- 
vision of inmates in an adult correctional institu- 
tion where duties included partied-pation in treatment 
and rehsbilitative programs, and 

Equivalent to graduation from college. 

Promotional Opportunities : This is an entiy level profes- 
sional classification and all regular promotional opportunities 
are open to persons attaining this level - 



Tasks with Required Knoiirl edge and Skills : 
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1. Interviews inisates srA evaluates their aijustrent 

tc and progress in corrections! tieatEent nro^raies. 

a. kncrwletlfre of C£ST and institutional goals, fkmetioas, 
stsiictare, jpUcy, pro^ra^ss, services, resources, 
procedures, io:ci>lei3S, needs, etc- 

b- Jcnowledf^ of sped&c institutional proprsns, reals, 
perscimel, procecaires, stc- 

c- knowledge of the institutional climate and culture 
(both staff and inmates): degree of trust and ranport 
befc^een inmates and staff, inmate values, attitudes, 
behavior patterns , and other norms , how tliey view 
specifi-c pregrams, etc. 

d. knowledge based on researdi and experience of what 
is normal adjustment ^>r progress of different 
kinds of individuals in different kinds of treatment 
programs 

e. intervie^sing skills 

f. ability to cornimmicate effectively with innates 

g. ability to identid^’’ and interpret information 
avail^ie in case-records and from other sources, 
make logical inferences from it, make critical 
decisions and initiate actions in relation to such 
decisions 

h- ability to organize, write and deliver presentations, 
'pToposals and reports to individuals and groups 

2. Counsels inmates on personal, institutional, and fapiily 

problems . 

a. knowledge of inmate problems, needs, values, 
attitudes, behavior patterns, and other norms 

b. ability to coimnunicate effectively with inmates, 
show interest in them as individuals and demonstrate 
concern for their problems and needs 

c. interviewing skills 

d. counseling techniques 

e- case-record keeping methods 

-3, Co1i;*orates with social agencies in preparing inmates 

and their families for inmates* eventual release on paroJe. 
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a. knowledge of COJ and' institutional goals, function.-, 
structure, policy, progrars, services, rescurccis, 
procedures, problens, needs 

b. knowledge of innate needs, problesis, values, 
attitudes, behavior patterns and other noTSS 

c. IsicMledge of cosmmity service agencies concerned 
with rehabilitation - their nature and referral 
process - where they are located and contact persons 
within then 

d. office and telephone etiquette 

e. ability to coznunicate effectively with individuals 
fron nany different backgrounds and walks-of-life, 
sudi as professionals, innates, lay-persons, 
businessmen, etc. 

f . interviewing skills 

g. ability to organize and write letters, proposals, 
reports, etc. 

4. Interprets conditions of parole tc pr?snsctive parolees 

and prepares innates for release on parole or discharge. 

a. knowledge of CDC and institutional goals, functions, 
structure, policy, programs, services, resources, 
procedures, etc. 

b- knowledge of AA. policy and procedures and parole 
procedures - what various conditions nean^what 
will be e^qjected of the parolee and what can happen 
if he violates sudi conditions 

c- knowledge of injsate problems, needs, values, 
attitudes, behavior patterns and other noms 

d. knowledge of parolee problems, needs, resources, 
organizations, services, etc. 

e. knowledge of community problems, needs, resources, 
organizations, services, etc. 

f. ability to communicate effectively v;ith inmates 

g. ability to organize, vjrite and deliver written and 
verbal presentations to individuals and groups 

5. Collects, evaluates and records social, behavioral and 

vocational data on inmates. 
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a. , ItiiiKfiG^p'c oF institute cnsi ^mctiojis, 

stiiictuie, pQli<gr, DrOJjrans, lesourc&s, servxojs 
procs^uriss , needs, etc. 

b. knty-^ledge o£ institational cUaate and ailture; 
innate and stafi tmst, rapport, conmini cations, 
values, attitudes, behavior pattems and other 
noiBS 

c. Icnowledge o£ basic teusinology and concepts or be- 
havioral Science and the ^ility to identify snu 
interpret bdiavior, etc. , in these teisas and frane- 
Korhs 

d. ability to read and interpret case-records , and 
infoiaation available £ro3 various other sources, 
msike logical inferences £roQ it, nsite critical 
decisions and initiate actions in relation to 
such decisions 

e. knowledge of case-record keeping nethods 
£. interviewing skills 

g, observatiim, listening and note taking skills 

h. ability to organize, write and deliver written 
and verbal presentations, proposals and reports 

6. Abstracts anc. contributes to cunulative case histopr data 
and Slakes reixjisniendations pertinent to classification 
and assignment planning and to sifiisequent study and 
treatment programs. 

a. knowledge of case-record keeping methods 

b. ^ility to read and interpret information available 
in case-records, make logical inferences from it, 
make critical decisions and recommendations, and 
initiate actions in relation to such decisions 

c. knowledge of institutional programs, their goals, 
functions, personnel, procedures, etc. 

d. knowledge of institutional climate and cnilture (both 
staff and inmate) ; degree of trust and communi cati 3ns , 
values, attitudes, behavior patterns, hoif inmates 
view certain programs , and other norms 

e. knowledge based on research and e^gperience of wnat 
is normal progress for different kinds of inmates 
in different kinc2s of programs 
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f. d>i2ity to or^snize, 2 nd deliver written 

2 Tjd veifeal presentations, proposals and reports 

o. ^cwiedjje of basic ixsncspts and teijsinology ox 
behavioxai science, psxsosaiity det-eiois»snt, etc., 
p.d the ability to identic and interpret bebayi''r 
in these leras and xraneworhs 

7- Interprets social sissaaries in dia^ostic conferences. 

s. knowledge of CSC and institutional goals - functions , 
stractiire, polity, VTOgranss, services, i^ources, 
problems, needs, proasdures, etc- 

b. knowledge of institatioiial cliiuate and ciilture 
Cboth staff and iniaate} ; degree of trust and 
cosauni cations 3 iniaate values, attitudes, behavior 
patterns, how they tend to view certain Prograas, 
and other nosas, plus, inmate needs, problems, 
grievances, etc. 

c. ability to read and intsmret case-records and 
social stEB3aries in benavioral science terms and 
framework 

d. ability to organize, write and deliver written 

and verbal social sunanaries, proposals, reports, etc., 
to individuals and groiq>s 

e- gr^-up participant skills 

8. Identifies critical factors in inmates' emotional and 
social Hal adjustment which have resulted in crisiinojogi- 
ca.1 behavior and evaluates these factors as basis for 
possible explanation of the deviant behavior, prosnects 
for change in attitude and activities, and prognosis 
concerning expecteo adjustment in the institution oiil 
upon release. 

a. knowledge of basic concepts and terms of the 
behavioral sciences - particularly, iiuman 
development, personality, social adjustment and 
maturity and criminal behavior and the ability 
to identify observed or recorded behavior in 
such teiras and frameworks, make logical inference*^ 
from revelant information available, make critical 
decisions and recommendations, and initiate actions 
in relation to such decisions 

b. knowledge of institutional climate and culture (both 
staff and inmate); degree of trust and coirnnunicatio^jS, 
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values^ attitales, bdiavicr patterns, and other 
neias, ZESzte prchiess, needs, grievances, etc. 

c. snow based cn research and ex^ierience of normal 
adjustsient or progress of different kinds of 
individiiais in di^erent kinds of prograiss 

d. knowledge of coiznmity pr^^leBS, needs, resources, 
etc. 

e. ability to organize, write and deliver writton aAd 
verbal piressitations , proposals and reports to 
indivi^als and groups 

f. intervieiving skills 

g. ability to conEmnicate effectively with insates 

9, Evaluates innate educational and vocational background, 

^ significance of woik experiences, and vocational 
’ interests, aptitudes and skills. 

a. ability to read, identify and interpret case-records, 
social suEnaries and other infomation 

b. knowledge based on research and experience of concepts 
and terrinolcgy of educational and vocational 
deYelcf:.ent 

c. abiii^ to read and interpret test data 

d. inte7ri.ewing skills 

e. ^ility to coEsminicate effectively with innates 

f. ability to organize, write and deliver written and 
verbal pixjsentations , proposals and reports to 
individuals and groi 5 >s 

10. Identifies and reports on special, educational, and 
vocational probleDS as basis for reconanending appropriate 
prograins of vocational training - 

a. sane itens as listed under task #9, -dus 

b. knowledge of institutional climate and culture 
(both staff and inmate) 

11. Aefeinistexs , scores, and interprets results of educationax, 
psychological and vocational tests used in counseling and 
placement work. 
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a. knoi^led^s of testing devices - their purpose snd 

hcM to sirsnister and score thea and interpret their 
results 



b. ^iiity to cc2$2imicate exFectivelv 5 ?ith inaates - 
individuals and grotErS 

12- Assists inaates in preparing vocational and educational 
plans and pro?r 2335 . 



a. ability to read and inteitJret test results 

b- laiiTrfledge of institutional programs, resources, 
problems, needs, proceckcres, etc- 

c- kncvriedge of Innate problems, needs, etc. 

d. ability to comnamicate effectively with inmates 

e. interyiewing skills 

f. counseling techniques 

g. abj>-lity to organize, write and deliver written 
and verbal presentations , proposals and re?>orts 

13. Conducts i--*cational classes on job requirements and job 
opportune':* : in various areas of employment. 

a. kno«;«dge of job requirements and opportunities in 
variiv? fields 

b. ability communicate effectively with inmates 

c. ability to organize, v/rite and deliver presentations 
and reports to inmate groups 

14. Does techiiicai therapeutic work involving the 
examination, classification, diagnosis, group 
and individual tlierapy. 

a. knowledge of institutional climate and culture, 
botn staff and inmate, degree of mutual trust and 
communication, values, attitudes, behavior patterns, 
h-ow inmates tend to viev; certain programs, activities, 
etc., inmate problems, needs, grievances, etc., 
institutional problems, needs, resources, etc. 

b. knov/ledge of classification systems, instruments 
ter determining individual types or identifying 
attitudes, values, beliefs, aptitudes, achievement 
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levels, aspirations, self-concept, IQ level, etc., 
and the ability to adoinister, score and interpret 
results of sudi instrur>ents 



c- ability to deteimiie and uci^ relevant information 
available fron results of sudi instrasents, in case- 
work records, in social sunnaaries and fron other 
sources, interpret and make logicai inferences froa 
such inforsation, irake critical decisions and 
reconmendations and initiate actions in relation to 
such information and decisions 

d. knowledge of basic concepts and teriainole-gy of tlie 
behavioral sciences, human development, personality, 
social and interpersonal adjustment and maturity, 
delinquency and criminal behavior, rehabilitation, 
therapy, counseling and other relatt^d concepts, and 
systems of knowledge and the ability to observe, 
identijfy and interpret behavior in such terms and 
frameworks 

e. interviewing skills 

f . individual and grotqj counseling and ther^y tech- 
niques 

g. case-record keeping skills 

h. ability to coisnunicate and v/ork effectively with 
individuals and groups in participant and leader- 
ship roles 

i. knowledge of intein^orsonal and group dynasiics and 
ability to ^>ply such concepts in actual situations 

15. As assigned, assists in the application of various group 
therapy techniques. 

a. same items as listed for task #14 

16. Aids inmates in recognizing forces in their envixonment 
which have influenced them, in becoming more skilled in 
solving their problems, and in exercising self-direction 
and self-restraint. 

a. same items as listed under task #14 

17. Maintains case histories on inmates during confinement 
and makes recommendations on changes in classification 
or assignments, use of leisure time and need for 
psychiatric treatment. 



o 

ERIC 



- 75 - 




/tD:aNISm\TIO^- OF JUSTICE G!Ui!IT llO. 0-8-080715-4645 (0G5) 

J. DOUGLflS GPJ'Jf’T, PRII%CIPAL If.’VESTIGATOa 



a. knowi3»?ce of GDC and institutional £:oals, fancticns , 
structure, policy, prograss, services, resources, 
problens, needs, procedures, etc. 

b. knowledf^e of institutional clioate and culture 
G?oth staff and insnatc). 

c- knov7ledge of classification system and its under- 
lying assuE^tions , procedures, etc. 

d. knowledge of specific institutional pregrazss, 
activities, etc., and tho^v skoals, prcce^ires, 
personnel, how they tend to be viewed by innates, 
their underlying assumptions, principles, etc. 

e. knowledge of case-record keeping methods 

£. knowledge of basic concepts and tenninology oi' the 
behavior sciences and the ability to observe; 
identi:fy and interpret behavior in such tenaf; and 
within such friiseworks 

g. interviewing skills 

h. knowledge of individual and group therapy, tedinlqu-vs , 
their basic principles, underl5d.ng assumptions arzi 
the ability to apply these to actual situations 

i . ^ility to organize , v;rite and deliver presentations . 
proposals and reports to individuals and groups 

1. knovj ledge based on research and experience of v;hich 
kinds of programs and treatment strategies tend to 
be the most effective for which kinds of individuals 

k. ability to deteniiine and v/eigh relevant information, 
make logical inferences from it, make critical 
decisions and reeomendati^s,. and initiate actions 
in relation to such infozmation and decisions 

18. Prepares board reports on inmates* activities in the 

institution, visitors, medical examinations, attitudes, 

behavior, and comments for the use of the Adult 

Authority in deteming sentence or parole eligibility* 

a. knov/ledge of CDC and institutional goals, functions, 
structure, policy, programs, services, procedures, 
resources, problems, needs, etc, 

b, ability to read and interpret case-histories, social 
summaries, test results, and other relevant informa- 
tion, weigli information, make logical inferences 
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fixm it, nske critical decisions and rec<» 2 =r;£r!nln 
tions in relation to sudi infornation 

c. kaoi^ladgc of institution! cliiaate luid culture, ccrh 
staff and innate 

d. kncwled 5 ^e of concerts aitd tcxsinolony of the 
behavionsl sciences and the ability to observe . 
identic and interpret behavior in such terns 
and fraBe:?orks 

e. knowledge based on researtdi and e^erienc? of non^al 
adJustDsat, progress and ^propriateness of differen 
kinds of individuals in different kinds of treatnent 
prograns 

f. knoi’/ledge of parolee and cossimity probleiss, needs, 
resources, organizations , attitudes, values, be- 
havior patterns and other noras 

g. ability to organize, write and deliver presentations 
proposals and reports tc individuals and groups 

19. Prepares pre-release reports for field use and includes 
detailed infoxsaation on vocational accoi^^^lishBents , 
environisental factors, prospective epployees, and 
recoHHendations to field. 



a. 



sane as items listed under task vl3 



CALIHJTaA DHPA^^Sn OF YOUTH ALTisOnm* 



CAKEtH 



LADDER 
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CALIFOUMIA DEP.WE!JT OF YCUIH .AUTHORITY 



Connuaity Service Trainee 



Jc5 Giaracteristics - An estJ^lished entiy level trtd.iiin? position. 
Trainee is oriented to the <|;oals, policy and procedures o€ the Youth 
Authority. Duties are phased in s»radually increasinsi leiiels of 
responsibility and critical abilities, fe^hasis at this level is an 
observation of sisjervision and treateeat processes, assistin/^ parolees 
with transportation ezploynent, housing and aatheriny of infcmation . 

The tirainee will also interpret cosnunity and client values and 
attitudes to the parols anient. 



‘liniaun Qualifica ti r 



1. .Ability to oT^^jnicate effectively - 

2. Knowledfe ~nd interest in coinHunity problenis. 

3. Able to pass a State sedical examination. 

4. Have or be able to secure a i^alid California 
operators license. 

5. Ho seii-ous felony convictions or record of chronic 
alcoholism or narcotic abuse. 

6. fhist be at least 17 years of aye. 

7. Pass an oral examination. 

Promotional Opportunities : After 6 months successful exnerience 

as a Community Service Trainee, and the successful completins; of Job 
related academic curriculum, trainee will be elipible for advancement 
to the position of Parole Aide I. 

Tasks vjith Required Knowledge and Skills : 

*1 . Secure arrest reports and couf t information on parolees . 

a. information sources and contacts 

b. oolite businesslike demeanor 
c- office and telephone etiauette 

2. Assist parolees v;ith transportation problems . 

a. defensive drivint» 

b. interpretation of street maps 

c. proper use of automobiles 



o 
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d- location of sites and contacts 

3. Locate qi^rters, foster hozes and oiono hc-.es. 

a. department s>^^als, policy and Procedure Re: hcusxr- 

b- oolite biisinesslike desseanor 
c- office and telephone etiquette 
d. typical parolee hoiising prcble;^ 

4. Locate cmxoyment and training opportunities . 



6 . 



a. VC.: pj&lic, private, city, state, and federal 

er-- ..•y."v,nt and traininR proyraP-S in the corcnunrty, 
lx,.::.' ■ -T-s, and contacts 

b. r case history Re: training, education, 

^•rv^Tvic-icii, interests, etc. 

c. oolite businsssli :e den^eanor 
d- of.^ire and telephone etiouette 

Bec^^^r-r fr-u liar ^:ith ct^^’mity resources and service 
agencies licr ;>«,*r|':55es ox referral . 

1. parolee pTobiens and the availability of services 

b- servixe agencies » goals, functions, sites, con«-ao?, 
persons and referral procedures 

c. polite businesslike der^eanor 

d- office and telephone etiquette 

Observe: individual, group, and family counselxng, ^ae 

investigation process , other treatment ^.a supervx.^i 
processer and make reccmmendations for improvement. 

a. observation and listening 

b. critical areas to look for 

c. department philosophy, goal, functions and methods 

Serve as casework consultant; interpretins 
expectation and noras and parolee attrt?ides an 
to' Parole Department 

o f*r-T!TniiTiii’v "Droblenis and attitude 
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b- life styles 2 nd behavior oattems of youthful offendcxs 



8. Pro*'Tress reports 

a. basic wiitinq skills 

b- organize thoughts in lo»»ical clear saanner 
c. report fornat 

9. Staff meetings 
a* listeniiig 

b. e^roress ideas to qroiro in clear, concise teins 

c. build on others ideas 

d. handle personal feelinqs 

Parole Aide I 



Job Characteristics: Under siq)ervision, to provide liaison service 

between parole apents and parolees; to assist in resolvinp the employ- 
ment, social and comunity readjustment needs of parolees , to assist in 
the conduct of research pi^jects; and do other work as required. This 
is an existing entry level civil service dass. At this level the aide 
assumes increasing responsibility in the areas included under Community 
Service Trainee- Emphasis is on the agent-comuni ty and agent-client 
liaison. 



fliniauEi Qualifications : 



1. Six months* experience working as an aide or trainee 
performing tasks in a program of correctional rehabilita- 
tion, correctional research, or community correctional 
services . 

2. Participation in job -related academic curriculum. 

3. Knov/ledge of needs, problems, attitudes and behavior 
patterns of Youth Authority parolees. 

4. Pass an oral examination 

5. Be at least 17 years of aqe 

6. Hold or secure a valid California operators license. 

Promotional Opportunities : A^fter one year*s experience as Parole 
Aide I and successful academic perfoimance, the Parole Aide I is 
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eligible to ^ply for the position of Parole Aide II. (iMs position 
is currently under developzent) . 

Tasks with Required KHOHled”e and Skills i 

1. Provide liaison bet^e^n the Parole A?jent and the Parolee. 

a. basic kncwied'^e of the ^oals, functions, structure, 
policy and proce<^res of the Youth Authority. 

b. basic interviewin?? skills 

c- basic readin^f and writinf. skills 

d. knowledge of client and coi^inunity needs, probleris, 
attitudes, etc. 

e. basic counseling issues and methods 

f» office and telephone etiquette 

2. Assist in resolving the employment problems of parolees. 

a. In addition to above, knol^led 2 e of the nature and 
referral process of youth authority and community 
resources, service agencies and prograias. 

3. Assist in the conduct of research projects. 

a. data collection methods and sources 

b. data handling methods (charts, graphs, tabulations, 
measures of central tendency, and other basic 
statistics 

c. proposal and report writing 

d. scientific method, hypothesis testing, expected-to- 
observed, and other research methods and design, 
models and issues 

e. verbal presentation skills 

4. Assist in resolvin<^ the social and community readjustment 

of parolees. 

a. see tasks #1 and #2 

5. Transport parolees as assigned. 

a. drivers license 
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b. defensive drivinj? skills 
c- kncvJledJje of cesaimily 
d- ^ility to use street naps 

e. knovJled-'^e of policy and procedures Re: state autos, 
travel reiid>urse“ent, forns, etc. 

6- Locate missiji" parolees and encoura*je then when to core 
to the office and seek help. 

a. see task §1 

7. Encourage parolees to seek help when in need of proerars 
and available services - 

a. see task #1 and #2 

8- f?ake routine contacts with law enforcenent and probation 
agencies regarding clearance for release upon parole to 
tile coEsnunity. 

a. knowledge of the location, contact persons, policy, 
procedures of law enforceiaent and probation agencies 

b. office and telephone etiquette 

9- Help orjjanize and supervise parolee yroiw activities. 

a. i^roup expeditinpj skills and leadership ability 

b. knowledi?e of parolee problems, needs, Attitudes and 
behavior uattems 

A. 

c. organizin'? and supervisorial skills 

d. observation skills 

e. report writing 

Parole Aide II 



Job Characteristics: This is not yet an established civil service 

class. There is no outline of typical tasks, but they will be develop- 
ed with experience in the initial Parole .Aide I program, kt this level 
the aide will assume increasing responsibility in the areas of inter- 
viewing, counseling, and case work. He will carry a small case load, 
act as officer-of-the-day when needed, and perform special investiga- 
tions, placements, and initial home visits. 
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Miniinm (^lalificaticns : 

1* Oji& year experience as Parole Aido 1 or equivalent 

2. Acceptable perAortience as a Parole Alee I 

3. ^npletion cf sere number, as yet undesienateJ, of 

job related collei^e units 

4. Pass a written and oral exanination 

ProEotional Opportunities : Within field Parole v!OTk can after 

successful coHpietion of one year as a Parole Aide II anu^v foi* Parole 
Aide III. ' 

lasks with Required Kncwledve and Skills: 

1- Aide assumes increasing iresponsibiiity in the areas of 

interviewing, counseling and case work. 

a. goals, functions, structure, policy and procedures of 
Youth Authority 

b. knowledge of specific progr^as or services offered 
by Youth Authority or in the cosEiunity - location- 
contart persons 

c. ability to connnunicate effectively with both 
ptofessionai agents and Y^outh Authority ‘lards 

d. interviewing skills 

e. counseling tediniques 

f. case histoiy record keeping 

g. ability to organize and write reports 

h. knowledge of coinmunity and client problems, needs, 
attitudes, hov; to get around the local' coj!uaunit>', 
location of critical sites, etc. 

i. ability to work with groiqDs in participant or 
leadership roles 

j . ability to operate a motor vehicle - use street 
maps, etc. 

k. ability to organize youth activities and supervise 
youth participation in vairious activities 

l. knov/ledgeo of the goals, functions, location and 
contact person in local Isnfi enforcement agencies 
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snd ctlier 3F.snc3.es concerned with prcha'cios, ^sr^iC'S- 
deiinqiisncy niovention or control 

o. ofTici: 2 nd ‘telephcns etiquette 

2. !?ill caiy a snail case load, fill-in for the Offrcer-of- 
the-Day when needed and perfom special investi»:ations , 
piacer.ents, and initial hose visits, 

a. In addition to all of those listed under Task wi 
he needs the follcs^injj: 

b. ability to use the telephone switchboard 

c. ability to converse in a polite, businesslike nanner 

d. ability to naintain confidentiality without over- 
identifyi.nq with either the s^ency or the client 

3. T)^ical tasks will be developed from initial pTOipraM 
experiences 

a. not yet developed 
P arcle Aide III 

Job C3:aracteristics : This is not yet an established civil service 

class. IheTe is no outline of typical tasks, but that will be develop- 
ed from Parole Aqents I and II job descriptions. At this level, the aide 
will assist Parole Agents I and II in all aspects of parole work, act 
as officer-of-the-day when needed, fill in for Parole Agents on 
vacation, and carry a caseload of 15 - 20 parolees. 

Minimum Qualifications . 

1. One year experience as a Parole Aide II or equivalent 

2. Acceptable performance evaluations as a Parole A.ide II 

3. Completion of some rsnnber, not yet specified, of job 
related college uni to 

4. Pass a written nnJ oral exiimination 

Promotional Opportuniti es : Ujiknown . 

Tasks with P.elate d Knowled ge a nd Skills : 

1. All aspects of parole v;ork - officer-of-the-day. In 

addition to all knowledge and skills listed for Aide II, 
the Aide III must have: 
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a. cbility tc effectively and appropriately interpret 
t^ie Ycutii /jit:iority and any of its attributes to 
clients 

Greup Supervisor 

Characteristics : This is an established entry-level position, 
•-jnder direction in a Eepaxtz^nt of Y*xith Authori^^ facility, to be 
responsibie for the custody and si^^ervision cf a ip of hoys and 
S-rls: and to do other work as required. 

^'iniaigi Qualifications: 

1. years of fuli-tice paid v/orkinp: experience . CColleyo 
training say be substituted for the required experience 
on a year for year basis.) 

or 2. Equii'alent to ccaspletlon of the ti^elfth grade, 

5. ••iinisisa age- 21^ yeaxs^zbld and-maxin age for appointisent 45 
years old 

_ P^^o^^onal Op portunities : After one year experience may apply 
for Youth Counselor position. 

Tasks with Required Knowledge and Skills * 

1. Trains and supervises a group of boys or girls in work 
assignments and recreational activities, and instructs 
tiiem in personal grooming and accepted social custosis 
and behavior; 

a. Youtli Authority and institutional goals, functions, 
structure, policy, procedures, prognns, problems, 
resources, needs, etc. 

b. knowledge or specific procedures of work -program, 
rec^ational activities, games, sports, grooming, 
social customs and behaviors 

c. ability to communicate effectively with youth groups 

d. knowledge of youth wards problems, needs, attitudes, 
values, behavior patterns, etc. 

e. ability to organize youth group activites 

X. ability to organize, write and present written and 
verbal presentations, proposals” and reports to both 
youth and staff individuals and groups 

g. ability to supervise work groups and recreational 
0 
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activities - provide orientation or demonstrations, 
observe and evaluate perfbroance, provide feedback 
on specific incidents such as self-defeatin?: beliavior. 
the consequences of specific behaviors, etc., and 
give sunsestions for more effective behavior 

2. Maintains custody and necessary discipline. 

a. institutional policy procedures and rules Re: custody 
and discipline 

b. ability to j?et along v/itli youth, show interest in 
them /as individuals and demonstrate concern for their 
problems and needs 

c. knowledge of inmate needs, problems, values, attitudes, 
behavior patterns and other cultural norms 

d. ability to confront youth with feedback on the 
consequences of their actions, self-defeating behavior 
and suggestions for more effective behavior 

3. Advises youths on problems of social adjustment and 

e^lains purpose of the facility and reasons for any 

disciplinary action. 

a. knowledge of Youth Authority and institutional goals, 
:&inctions, structure, policy, procedures, programs, 
problems, resources, needs, etc. 

b. knowledge of specific prograins or activities - goals, 
procedures, limits 

c. interviev;ing skills 

d- ability to communicate effectively with youth 

4- Refers more difficult problem cases to higher authority. 

a. same as task #3 above (a-d), plus 

b. knowledge of available counselors, programs, or other 
personnel who might be able to help the youth 

5. Maintains order, cleanliness, safety and security of the 

living unit where assigned. 

a. knowledge of institutional policy and procedures 
Re: custody, discipline, schedules of daily 
activities, etc. 

b. knov/ledge of procedures for cleaning unit 
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c. ability to adiaiuister first aid 

d. ability to naintain discipline in unit 

e. knowledf^e ox rules and procedinrss Re: safety, fixe 
regulations, **hor5e-play’' , etc. 

X. ability to cosniunicate and get along well with youth , 
show interest in then as individuals and deiDOnstrate 
concern for their p 2 X>bleHS and needs 

6. Reports necessity of clothing, supplies, and equipment for 

unit. 

a. ability to keep inventor}'’ of equipaent and supplies 

b. knowledge of rate of consuinption of critical items 
so that orders can be made prior to running-out 

c. knowledge of procedures and forms for ordering 
equipment ar.d siqjplies 

7. Prepares reports on grotp and individual development . 



a. same as task #1, plus 

b. knowledge of basic concepts of behavioral science, 
child and human development, personality, adjus'tment, 
treatment, therapy, counsels, etc., and ability 

to interpret individual and group behavior in such 
frameworks and terms 

c. knowledge of average rate of development, progress, 
adjustment, etc., based on past experience, advise 

of more experienced staff, theoretical considerations, 
etc. 

d. ability to weij^ relevant and available information, 
make logical inferences from it, make critical 
decisions, evaluations, and recommendations 

Re: youth wards progress, problems, adjustment, 
development, expected future actions or reactions 
to given situations, etc. 



Youth Counselor 



J ob Characteristics : Ah established civil service class. Under 
supervision in a Department of the Youth Authority institution or con- 
servation camp to be responsible for the counseling, supervision, and 
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ci’Stcdy cl tn. sssi'sned proiro or wards; to analyze, organize and recoji 
c't^vtrork infoination incessary for treatasnt and parole planninp,; an, 
to do other work as required. 

Hiniriua Qualifications: 

1. One year of experience in the California State Service 
in a progran for rehabilitation of delinquent youths 
nerfoTEinq duties <x> 2 i 5 >arable to those of a group 
siqjervisor. 

2. Equivalent to .graduation froE college (FUll-tiine p^d 
experience working with youths may he siibstit^ed for 
the required education on a year for year basis, but 
not to exceed two years.) 

Promotional Opportunities: Unknown. 

Tas ks with Required Knowledge and Skills: 

1. Trains, counsels and supervises wards in their daily 
living and activity proTrams. 

a. Youth Ajithority and institutional goals, functions, 
structure, policy, procedures, resources needs and 
programs , etc. 

b. knowledge of goals and procedures of institutional 
programs 

c. ability to supervise wards, provide orientation and 
feedback on their performance and behavior 

d. interviewing skills 

e. coimseling techniques 

f. ability to *work with both professional and client 
groups in leadership and participant roles 

p. ability to keep neat, concise activity log and to 
organize and write and deliver case histories, re 
ports and other presentations to individuals or 
groups 

h. knowledge of institutional and client problems, 
needs , attitudes , values and behavior patterns 

Develops and implements constructive programs for 
periods of time when wards are not in a school or 
vocational work pro.gram. 



2 . 
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a. in addition to icqnired knowledge ^ skills for 
task #1, hs mist have: 

b. ability to orf^anize youth activities 

3. Provides a planned, scheduled case work prosran of 
individual counseling for a case load of approxiaately 
ten wards. 

a. In addition to required knowledge § skills for 
task #1, he nust have: 

- b. ability to organize and structure his cwn tine 
effectively 

c. vTiilingness and ability to make decisions, initiate 
actions and plan programs for clients or his case ’ 
load 

4. Assists in the diagnostic classifying of assigned wards 
and developing appropriate treatment strategies. 

a. knowledge and understanding of elassifieation system 
for clients 

b . intervievdng skills 

c- ability to weigh information and make critical 
decisions based on this information 

d. ability to organize and write proposals and reportr 

e. knowledge of the scientific method and hov; it can 
be applied to the study of treatment and counseling 
situations 

f. knowledge of typical treatment strategies, their 
underlying assumptions, techniques of their applica- 
tion in specific types of situations with types of 
individuals and which strategies tend to be the most 
effective with whidi types of individuals 

g. knowledge of pa.st significant research and demonstra- 
tion in cultural c^iange; delinquency, rehabilitaticn, 
treatment, individual and group therapy, and 
dynamics and related studies 

h. knowleifee of the formal and informal power structm-: 
of the institution, including, the inmate population 
- their sub -cultural norms; how they tend to view 
various strategies and proc*rams, its informal lea levs 
etc. 
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j. kscwled^e of the fu2idnr:eJital concepts teican- 
olo^" used in the bdiavic<?el sciences necessn^ 
to undeistend avoilcble li cerature in the _ie 
and put it as uell as dii set exnexienoes imd ohser»/a- 
tions in soina sort of contextual frareiforh. 

5. Conducts siaall <proup coimselmc; and activity profrrans 
with assifned intensive case ioad. 

a. S 2 S 3 as tasks #1, #2 Q 53, in addition, 

b. knowledge of the scientific oethod and ability to 
aoply it in specific counseling situations 

6- Participates in large f[roin> counseling sessions amducted 
during work shift. 

a. Youth jVuthority institutional goals, functions, 
structure, policy, procedures, resources, needs, 
problen areas, prograss, etc. 

b. knowledge of the insate culture: (values, attit^os, 
beliefs, behavior patterns, norsus, etc-), ow ■ Y 
view specific prograES, issues, etc; najor prcbieo 
areas, grievances, etc. 

c. general knowledge of the cultural history of the 
institution (both staff and inmates); major 
crisis; prcfolems; formal changes in policy; ^ 
procedures and programs, causes, effects; relative 
success of past programs ; apparent changes in in 
mate attitudes and behavior patterns, assume^ 
causes, effects; degree of trust and rapport be- 
tween staff and inmates; inmate leaders and potential 

leaders . 

d. listenin?^ skills 

e. knowledge of group dynamics 

f . ability to conenunicate effectively verbally 

F. basic concepts of psychology, sociology, human 
development, personality, etc and the ability to 
interpret individual and group behavior in such 
terms and framework 

h. group participant and expe(3iting skills 

7. Communicates and coordinates with other inst^utional 
staff about observatiorrs, imi>ressions and work with 
assigned wards. 
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a. all iters in tasks r/1-4. 

8. Prepares wii-tten ijra'^ress evaluations, treatnent sumaxies 

and other reports required by the institution and the 

Youth Authority Board. 

a. Youth Authority and institutional «oals, functions, 
structure, policy, procedures, pro.Trans, resources, 
needs, pr^lem areas, etc. 

b. knowledpe of pjoals and procedures of institutional 
pro^raas 

c. knowledjje of inmate culture, its histoiy; prbbleiis, 
needs, grievances, crisis, relative success of 
v^ous pro'uums, typical values, attitudes, be- 
liefs, and behavior patterns 

d. cliiaate of trust, understanding, cooperation and 
rapport between inmates and staff 

e. knowledge of basic concepts of sociolotjy, psydiology, 
hui 2 an development, personality, rehabilitation 
culture change, etc. 

X- knowledge of typical response of certain kinds of 
individuals to specific treatment strategies 

g. ability to organize, wrire and deliver written and 
verbal proposals, reports and presentation to 
individuals and groups 

h. ability to interpret individual’s behavior in some 
sort of developmental context based on inten^iews, 
observatons , written reports, basic behavioral 
science concepts, assumptions, experience, appli- 
cation of the scientific methods, and intuition 

i. ability to weigh information, make logical inferences, 
and make critical decisions and recommendations. 

Re: ward-his pirogress, problems and expected proba- 
bility of success or parole and/or in a given 
situation 

9. Implements part of treatment plans developed by the treat- 
ment team to which he is assigned. 

a. same as #1 or more of previous tasks assessed depend- 
ing on specific treatment program planned 
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10. Piesents diagnostic and treatr^t infomaticn ^cat 
assi,*poed cases at sdiednled case sta£fin^. 



a. ability to oz^^anize, write and deliver written 
and verbal piesentaticns, proposals and xepoTts 
to 'groups 

b. Icnowledije o£ ^oals and procedures of institution- 
al p3Tonxa3S 

c. knowledge of basic concepts and temdnolopy of 

tho bebavioral sciences, human development, culture 
change, counseling, theri^y, rehabilitation etc., 
and the ability to interpret individual behavior 
within these contextual frameworks and terms 

d. history of program development - how it is viewed 
by the inmate population, subjective appraisal of 
effect of programs on percentage of types of In- 
dividuals, problem areas, clima^’e between staff 
and inmates involved in program 

e. ^ility to weig^ available and relevant information 

and make logical inferences from it, make critical 
decisions and recommendations. Re: the ward, his 

progress and problems, appropriateness of the 
program, impact of program, the individuals stage 
of development, maturity, adjustment, etc., and 
probability of success or response in some given 
situation 

11. Hay present assigned cases to the Youth Authority Board. 

None Given. 



12. Assists in planning’ and cariying out progrms of 

recreation , intramural sports , and other activities . 

a. Youth Authority institutional goals, functions, 
structure, policy, procedures, programs, problems, 
resources, needs, etc. 

b. knovjiedge of various games, sports and activities, 
their structure, rules, etc. 

c. ability to organize youth group activities 

d- ability to supervise group activities - provide 
orientation or demonstration, evaluate individual 
and group performance, provide feedback. Re: per- 
formance and suggestions for improvement, self- 
defeating behavior, etc. 
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e. ^ility to keep -locurate, le*5lble activity 1 c!t 
and organize, write and deliver proposals and 
reports to individuals and ^;roi^s 

13. Trains wards in cleanliness, personal hygiene grooning. 

a. institutions policy Re: cleanliness, hypiene, 
grocoin.g 

b . interviewing skills 

c. group skills 

d. ability to or^-anize, virlte and deliver written 
and verbal presentations to youth jjroups 

e. knowledge of procedures of cleanliness, personal 
hygiene § grooiaing 

14. Participates in in-service training sessions 

a. listening skills 

b. group participant skills 

c. note-taking tediniques 

15. Orders materials and supplies necessary for the operation 

of the unit. 

a. knowledge of procedures for taking inventory and 
ordering supplies 

b. djility to read and understand inventory lists 
and orders 

c. knowledge of rate of consumption of critical 
supplies in order to make prior requests before 
running cut 

16. Maintains custody and necessary discipline; and prepares 

reports . 

a. Youth Authority and institutional goals, structure, 
functions, policy, procedures, programs, problems, 
needs, resources 

b. ability to communicate effectively verbally 

c. knowledge of institutional culture (staff and inmate) 

d. ability to get along with people, shcjw interest 
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in then, as individuals and dezonstrate concein 
"Cot theix ^xi^less and needs 

8- oDn^rojit individii3is and trrcups loth sel£— de£estin 
behavior 

f . ability to oxf^anize and write reports 



- 95 - 



o 



OAKI/Ja POLIS DEP/J>rS!IT 



CAREER LADDER 
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NEl? CAREERS 
E:mY LEVEL 
REQUIRFIEfTTS 



GEJffiiiAL. SERVICES TEAirSS 


$395 - 

1 






t' 



(^ge 17 

I Background ^ security dieck 
J California Drivers License 
\ 7th grade readinf level 
^ Medical examination 
I Oral interview 

- 96 - 



o 



AB:*KISTJI\TI0!^ 0? JUSTICE HO. 0-8-OS0715-4645 (0.95) 

J. DOUGLAS G?A?7T, P’UKCIPAL BPJESTICATOP^ 



QAKL1KD POLICE D£P.*PI?gFT 

Police Cgznimity Relations 

General Services Trainee ^tiy Level) 

Tasks Required Knowledc'c and Skills . 

1. Receive coEplaiiits and ^?rievajics--s frcn citizens in i3erson- 

a. c^nmmication skills 

b. intervie^/in^ skills 

c. ofSce etiquette 

2. Explain departBent policies and piocedures, 

a. departnsental policies and procedures 

b- cosnuni cation skills 

3- Assist coi^iainant in filiin.q out imports - 

a. departmental policies and procedures 

b. coin?!unication :skills 

4- Fox??ard coiuplaints to Internal Affairs Section. 

a. readin'^ and i^ritinr 

b. mailing or routin'’ procedures 

5. Participate in co’-onunitv froup discussions^ public 
education prograns, and community surveys. 

a. coinmunication skills 

b. department policy 5 procedures 

c. qrotq) expediting and leadership 

d. interviewing skills 

e. note takine skills 

f. knowledge of community needs, problems, resources, 
^roups, ete. 
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6. Make refcr^ls to appropriate aqencies. 

a. knovJied'^c or the nature and referral process of 
local service agencies 

b. interviewing sMlls 

c. office and telenhone etiquette 

7. Follow-un via telephone to insure that needed help is 

received, 

a. telephone etiquette 

b. Tsfen^ process of particular service aqencies 

c. interviewing skills 

8. Maintain siE^le daily activity record. 

a. readinq & writing 

9. Maintain bulletin board on local events, nronraiis and 

esploynent opportunities. 

a. ability to read major and neighborhood newspapers, 
find leads, activities, etc. 

b. knoi^ledqe of local corsiunity qroup and contact persons 

c. knovjledqe of local training and einployment procrams, 
(federal, private, etc.) 

10. Participate in program development and staff meetings. 

a. groig) participant skills (listening, building on 
others, ideas, not letting personal feelings inter- . 
fere, etc. 

b. ability to organize and deliver written and verbal 
presentations to a group 

c. communication skills 



Police Community Relations 
General Services Aide 

Tasks with Required Khcwledce and Skills : 

1. At meetings, interpret department policy and procedures. 

a. knov/ledge of department policy and procedures 
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b. coznmuni cation skills 

c. ability to organize and deliver written and veibal 
presentations or speak candidly to «roups 

d- knowledc^e of disadvantaf^ed conmunity needs, probleas, 
life styles, behavior patterns, etc. 

2. Interpret and feedback cosnunity reactions, developnents , 
opnortunities , for departmental involvenient to depart- 
ment staff. 

a. same as task #1 

b. knowledge of prass roots, connaunity programs, 
leaders, progress and problems 

c. department policy and procedures 

3. Visit homes of youth who have been in trouble with the 
police and interpret the problems and laws which involve 
the youth to them and/or their parents and inform them 
of department and community ser\d.ces that can help them 
alleviate or resolve such problems. 

a. department polity and procedures 

b- the penal code - specific sections where to find 
them 

c. the intent of the law in relation to specific 
sections 

d. interviewing skills 

e. knowledge of local youth and community problems, 
needs, attitudes, behavior patterns , etc., and their 
causes 

f . knowledge of the nature and referral process of 
Legal Aid, the Bar Association and other services 
available in the community 

4. Establish and maintain liaison with youth and citizen 
groups in the assigned area, in order to: a) explain 
the role of the police in the community and in crime 
problems; b) discuss problems and possible remedical 
action to reduce or eliminate the problems or causes 



a. see task #3! above . 
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b. ^iiity to woik with rroups in both participant inii 
leadcjTShip roles 

5. Participate in coissimity froup discussions, pi£blic 
education p 2 X>^rass, and conmmity surveys. 

a. department policy and procedures 

b. knowled.^^e o£ the structure and ^mctionss and nature 
of other coriponents of the le^al systeia, such as, 
the courts, probation, paroles, youth, authorities, 
etc. 

c. intervieid.n;» skills 

d. srot^ dynamics and leadership and supportive role 
skills 

e. ability to organize and deliver written and veibal 
presentations 

f. knovjledi^e of youth and community needs, problems, 
resources, etc. 

6. Reviev/ daily all area newspapers and retain articles 
pertaining to the department , court decisions, legisla,- 
tion affecting law enforcement, and other matters of 
police interest and distribute news releases to all 
area newspapers. 

a. department policy and procedures 

b. location of newspaper offices 

c. ability to read and write 

7. Help develop en 5 >loyer awareness of the problems of 
persons who, by virtue of their records, are termed un- 
employable. 

a. knowledge of cx>niinunity needs, problems, resources, 
services, etc. 

b . interview skills 

c. av/areness of the problems faced by Ex-offenders 

Patrolman 

This is professional lav/ enforcement work in helping to protect 
the life and property of citizens. Under general supervision of a 
Sxq^erior Officer, a Patrolman, patrols a specified area by prescribed 
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vehicle or nethod in order to prevent crice or rBspreliend people 
tfioletin" the Iek. Hie 'rjoiic requires the independent enplic^-tion of 
jiidr^nent in i^plyin< the 1^ to the situation at hand- A Patroloan 
may be assigned to any section of the department perfoming a wide 
variety of duties. 

EX/JIPLES OF 1?0RK: (These examples are descriptive cnly and are nf*t 

restrictive as to nature and type cf assinisent.) 



A Patrolman 



maintains order, esfnrces laws and ordinances, and protects life 
and property; 

patrols a specified area as assirned by autcmobile, motor<grcle, 
or on foot; apprehends persons who violate the law, making 
arrests when necessary; 

assists in processing, caring for, and transporting prisoners; 

directs traffic and enforces traffic ordinances; writes tickets; 
serves v;rits, warrants and subpoenas; gives information; 

interviews witnesses and suspects; interrogates criminals; works 
in plain clothes in vice, juvenile, intelligence, or other 
specialized units; investigates conditions and gathers evidence; 

I 

acts as dispatcher, receiving calls by telephone and radio and 
dispatches equipment and men; 

testifies in court; keeps records and makes reports; trains to 
increase personal departmental efficiency; 

and perfoiBS related work as assigned- 

KNOWLEDGES, SKILLS, AND ABILITIES : 

Extensive general knowledge; ability tc read and comprehend difficult 
written material; ability to be firm but tactful in stress situations: 
ability to react effectively in emer-rreiuy situations; ability to make 
repoits and spell correctly; ability to operate vehicles safely: 
ability to evalu^t*e situations and people and to deal effectively with 
others . 

EDUCATION AND EXPERIENCE REQUlReiENTS : 

Graduation from high school or possession of a certificate of equiva- 
lence of high school graduation. 
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SERGE7J7T OF POLIg 

This is supervisory pr:£essi*7nal enforc^i^nt wDilt, either i*'* 
directin.:! the activities 'yf. ?atr“h^Ji in investigating crimes and 
other sericus violations of the ic>s. Under general directis^n, 
sergeant is respsssible f'‘r a district, unit, or a division, or x-or 
carrying all phases of a crininal mvestiastion. Tho vjork say os 
frequently revieiced by a superior officer who is available for ad**ics 
cn difScuit prdjiess. 

%Xi^:^LES OF I50RK: (These exaspies are i^scriptii^e rnly and are not ^ 

T-estrictive as to nature and type of sssiggrent-} 



A Ser 5 sant of Police 

supervises FatrolEcn and civilian workers assigned; ^^sures that 
the work or a unit is bein^ done effectively and efriciently; 
evaluates znd rates perfoisar-ce of si^ordinates ; 

saintains order, enforces l<s>is and ordinances, and pxotects life 
and propercy; 

investinates criiiinai offenses; collects naterial evidence, 
quest! viiS and takes statesents froia witnesses, and identifies 
and arrests persons perpetratin?; crimes; interrogates suspects; 

prepares case reports, submits findings at court trials: cooperates 
s^th law enforcing agencies in the ^jurehension Ox ciimnais, 

checks places knewn or suspected to be criminal hangCHits; procures 
and serves extradition papers and warrants; cooperates with 
other j^ovemsent agenciW; kx-^eps records and makes reports; 




t2iZQS dli 
techniques 
and staff reports tr. commend officers: 



tXOli 



and performs related woik, as assi^^ned. 



r2^X*IjL£DGES, SKILLS, AND ABILITIES : 

Thor- 3 U 5 |h knowledge of las« relating to the apprehension, arrest ahd 
prosecution of persons cc-miaittinr misdeiceanors felonies ; thorou^’h 
knowledge of the City ordinances applicable to investigational work; ^ 
thorou^»h kncwied?ye of the rules, regulations, procedures of the depart- 
ment; thorcu-'h knov;ied-s of the techniques of supervision and effective 
leadership; considerable knowledge of investigational raciiities, 
includiRg scientific aids and sources ot infoimation; consider^ e 
knowlcd<?e of problcsts and practices in control of juvenile delinquencies; 
considerable kr»owlodp,e of the Oakland Police Department ’ s record-^ceep- 
ing system, ki?ids cf crime data available to police ajjencies, and 
ether sources of police information; some knowledge of the p:nnciples 
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o£ huapi behavior, especiaiiy as related to patholoftical cenditicns; 
-Jtiii in rnterrc^oticn and intervie5?iii5” skill in analyzing’ and 
mterpretin^y police statistics end appiyinj? t*ie results to the 
soiutipi of prcbli^: ebility to erfectiveiy conthict a crirdnsl 
inyesti^aticii and to direct ethers in coilectinii isaterial evidence 
ability to effectively direct others. 

SmiCVTIOM AM) BX?E2IB:CE R£(gllRE^gJIS: 

Three years of service in the rank cf Fatrolizan in the OaJcland Police 
Departcent . 



• n 
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Tm:m ni *ns o? justice fieu) 

HT.m'G ir^?LiG'a*io::s fo? ds\^p:2?3T 



Ills Reports of the Presitxent's Ccrriisslcji cn Crlr^c § Deiin^usiHiy - 
Ihc Joint Cternissioji cn Correcticnsl *f53i7X^er q Trainin? 5 the Orfice 
Qx of Delimjsssncy e Vcistli OevciOiSEent liave been revie^fed for developiisnts 
within the Adainistraticn of Justice i&eld, whidi will have inpli^ticns 
for the t 3 rainin£ of nanpower oirer the next decade. Ihis infoiaaticn 
has been coribined with the leads obtained froa greup discussions with 
cliersts, new caieerists, and agency staff in the Los Angeles, and 
Alar*eda County Probation as well as it. the California Youth Authority 
pmd LepartEent of Corrections. 

■file trends caiphasize prograsaing in a cocininity which is undergoing 
structinral changes which aie desanding the participation of the poor, 
including offenders, in both the financial and scH:iai status operations 
of our society. This is expressed through social agencies, sac^i as 
the local C»? organizations , modifications in existing ^sneic^s 
changes in the la^^ as reflected in civil ri|pits and civil liberties 
legislation and court decisions. 



1) Getting t/ith a Changing Iferld of iforic 

.‘lithoii^ the Vietnam *?ar has clouded the picture, there are 
csontinuing trends, largely reflected by 'die inpact of autosati^ in our 
econeey, for white collar aice replacing blue c:ollar jobs. It is. 
roco^niized by all planners and politicians that tue culture is gettin<^ 
further and further behind in its necessary coijsltments to ^e service 
fields, to health, education, housing, welfare, and recnieatien- 
vdll be more the areas of jobs for tlie future. 



Itie knowledge and skills necessary are as follows: 

a) l^owledge of social change in general and its mannewer 
isipiications in particular; 

hj Awareness of the particination rjodsl in service delivery 



c} Knoi^iedge of social agencies and the xorces dei5<i«dxng change 
within thesi as well as the nature of the changes, this of 
course, includes the adBinisti-atlon of justice agencies. 



2j Gut Group Partic ipation Ihroujgj^ Yneir 



Own 



Organizations 



a) Snov/iedge of forces in our culture bringing about the 
efforts of minority group organization 

b) Knowledge of social change and political strategies , the 
work of the Lippi tt dynamics, of plan diange, the work of 
Piker on Political Coalitions 
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c) Aiinski*s Strate.gy for Gfange tiuog^ Disrirjtign 

d) Ihe 2 icMth of the self-7isli» laovecent 

e} The stis^snti 

f) Usns.2smnt hy participaties 

3) Hie Offemler as a Correctional ^!anpo«sr I^gsource 

One can only anticipate a gronin^ recoipiiticn of Don Cxessy*s 1955 
statecent that “the best wsy to r(^d)ilitate offender A is to have hin 
txyin*; to rehabilitate offender B. “ihis obviniis^ a more general 
priTicipai and the power of having clients involired in their cwn rehabili- 
tative systeas is only beginning to be ai^reciated. This extends all 
the vssy to a role in direct services as Cressy was discussing to the 
role of clients in correctional researdi, in legal assistance, in in- 
service training, in a<h3inistrative analysis fmctions and administra- 
tion itself. Ail of these have had some e^qiression thus far in tems of 
actual prograns, all of whidi are converging into a much more powerful 
force than as yet has been c nceptualized- Ihis has been best expressed 
to date in the publication of Joint Commission on Correctional Manpower 
and Training, that pi£)lication was entitled **Ihe Offenders as a Correc- 
tional Manpower Resource.'*' Skills and i&iowledge: 

a) Knowledge of the practice and findings resulting from 
subject-research tediniques such as those of ' 

Toch and the Grants 

b) Awareness of the Joint CoEEsission on Correctional Manpower 
and Training's pihlication on the “Offender as a Correctional 
Manpower Resource.*' 

c) The theoretical background of Cressy's Use of Offenders in 
Rehabilitation’" and the more general self-help participation 
movements 

d) ‘The Contagion P^er” of the Grants 

e) Awareness of La tiar Empey's **Educati<>n_Mpctel for Corrections 
where the Offender as a Student" ‘is given the opportunity 
to develop within the system to Senior Staff positions as a 
major career preparation. 

4) The Emerging of Parallel Systems 

Dissatisfaction with existing social institutions snd the continued 
demonstrated impossibility of bringing about effective change at a 
rapid enough rate to keep ase with the demands placed among the cnilture 
have lead to serious consi<feration of alternatives. One hears state- 
ments such as "You don't build an air system by modifyinjj a rail system, ' 
One can look for more contracrting movement with local groups for service 
functions vei>' much including the probation and parole funcrtions. There 
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is SODS precedent for this at present in ccunty prcbaticn ds^artnents 
ccntractin?! vith Synanon, and coopersticfns with Seven Steps, SATE, E??lAO 
and the Friends Organizatinn. These efforts are parallel structures fer 
services coupled with local corminity control will greatly expand the 
alternatives avails le for dealing with clients of the adainistraticn 
of justice system, but will also greatly increase the demand concerning 
Imcwledge of existing service systens and coping skills for dealing with 
these miltiiplicity of structures. The knowledge and skills needed: 

a) Knowledge of the theory of parallel structures for systematic 
change 

b) The federal and local contracting nechanisHS for parallel 
structures 

c) The self-help movement 

d) The forces operating for local conmunity axitrol 

e) Current readings on strategies to deal with jurisdietionsl 
disputes, tracing back to the labor movement 

5) Civil Liberties and Civil Ri^ts Issues 



The history of and changing nature of our legal system in reiation 
to the civil ri^ts and civil liberties of individuals and groi5>s will 
be muchjaore prQainent'*in'woikingi-with.offenilers. Besides knowledge of 
these legal changes in general and their isplications for the offender, 
particular attention should be paid to the changing laws in relation to 
the administration of justice itself. There is every indication that 
not only will there be dianges in the rest and judicial decisions, but 
that the actual correctional and probation and parole services will 
come under continuing legal scrutiny. Required knowledge and skills: 

a) The history of civil liberties and civil rights developments 
in the United States 

b) Knowledge of the operation of the American Civil Liberties 
Union 

c) J&iow ledge of the operation of legal assistance for the poor and 
the growing use of New Careers efforts within the legal pro- 
fession 

d) Intimate know 'dge of the VERA Institute in New York as an 
organization and its bail bond md representative programs 

6) Youth Organizations and Movements" 

It seems obvious that inside and autside of the formal education 
system there is going to be an increase in youth participation through 
its own organizations. HEW, has recently cheated an Office of Youth 
Affairs, OEO and OJD along wi^^ the Ford Fcjiaidations has siqpported many 
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youdi cir»anizati€»ns, witli Ycuth Civic Center, Oltdbiis, Ohio, and 
Washinjc^tcn D.C. Or^aaizaticn, bein^ two of the best hiiOTS, There is 
^so the exaig>le of the ?lissicn Rebels in San Francis ce whidi net cnly 
exists as a femal entity bat has a <^ntract with the school systen in 
providinc^ ccanseling services to students. Skills and &cwied?fe Avail- 
able: 

a) The 'Tielping Ycjuth'* p^er of Qiarles Grosser under 0J9 
sponsorship 

*' b) ibiowledsie of the national OEO Contract to the ycuth" ciovenent 

through the University Research Coiporaticm to provide leader- 
ship training in organization sin>port to the youth effort 

c) Detailed knowledge of youth for service organizations, such 
as that existing under Orville Lesters direcrticn m San 
Francis cx>. 

d) Knowledge and hopefully actual experience with the leadership 
and elide phencaaena among youth organizations 

e) Knowledge of the materials contained in the report. Youth, Arts 
snd Social Qiange, developed by the Grants under OJD sponsor- 
ship 

£) Knowledge of the programs providing experience f^r youth 
within social agencies such as the ^^hite House Fellows 
and their equivalents within state agencies 

g) Skill and the ability to listen and to wcjafk ^^ith ypiith groiros 
not as a therapist but as technic:al resource for them in 
developing their ability to do “their own thing,** 

9 

7) The Political Role of Offenders 

Moves are being uiade to allow the offender the voting franchise. 

It is hardly likely that if this ever reached an actual Si^reme Court 
decision, it would be declared unconstitutional to deny offenders their 
ritjht to vote. In addition there are a growing number of offender 
organizations such as the Fortune Society enamating out of New York, 
which are becoming veiy active political lohbiests for lefoxm within 
the adminstration of justice field. The recent congressional hearings 
regarding correction practices is an example of tiie form these hearings 
pl^ed by these groups idiere they are getting television and radio space 
which is beginning to qpproach significant magnitudes . Required 
Knov7ledge and Skills: 

a) Detailed awareness of political strategies and the use 
being made and which can be made of these strategies by 
offenders 

b) The skill to work with groups of clients who have some 
political resourc^es of their own which they bring Into 
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the nef;Otiatiii5i and prc*^r23 cj^aratisi'^ azena 

c) *&ii:>?led^e of isf and society issues; histciically, aincntly, 
and for the future 

^''^areaess of (3ian?.es igithin Education 

. ^ for^s ror jaakin?! education a social £^/rcs for screeniny people 

into opportunities within cur soiety rather than largely an process* for 

pe^*le cut of opportunities is bound to have chaape iimlicatioiis 
whidi will directly effect administration of justice field. IMs 
requires nuch rsore warkinq with offenders on their opportunities within 
the education system. It wmild also require detailed kncrufledre of the 
strupqies ^oin^i on within education and ways to cone with the involve- 
sents of students and student movements in the adnsisistration of justice. 
Required knowledge and skills: 

a} Hie contract approach to education accrediting 

b) Leamrng thrcu*^ teaching and the tutoring prograns 

c) Student service prograas 

d) Students as a political f>rce 

e) Experinentai colleges 

f) New Careers approach to education 

fO Student participation in poiicy-niaking of education systems 

h) The expansion of student gnyerrssent roles 

i) Kon-5rradin^ systems 

^5 me Role of Staff ss Te chnical Assistants 

With the increase of the client participation model, in agency 
service in genei^i, we can look for the administration of justice havin ^ 
the need &r new professional skills in plying the part of the enabler 
and the listener to client groups which largely develop and run their 
own progrpis. This «ability to provide systematic knowledge and skills, 
wnicrt enable others to plan and develop programs as opposed to the skill 
of supervising people running well-estahiihhed pro'^rarss is.yezy 'ismaii ’in';; 
and begins to put actual meaning into the concept of a professional 
role. The prcfessicnal role becomes systematized of knowledge and the 
technical assistance in terms of pxovidine systematic knowledge to 
enable the client participants to develop and run their own pro<^ra 2 ns < 
Required knowledge and skills : 

a) The ability for professionals to practice jis .a continuing 
student to be constantly seek?.a<^ oaf kno^todp^e and 
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orf;aaizlni» it in a t>' Eiske it core ssanin?rfiil ta th^s 
cnitiire end in a r?iG that nskes it available fr^r the 
cultures use 



b) Ihe skill t^y becers a listener and eajd?ler rather than a 
lecturer 

c) Ihs s^preciaticn of and the ability to oet with the building ' f 
the science of social chen'js 



10} Extendini; the Role o£ Deyia iic y in cut Cu ltures De veloigent 



There is a ^TOKinf. si^arejiess as stated ejq^rsssiijely- in Lesley 
Siikins book on "Social Dsyiancy" of the positive aspects of deviancy 
in a culture’s develojnsent. That a culture snjst be capable of dianee 
and that one chanfie throaph innovation and that all innG\- 3 tiCin by 
definition is deviancy. That srhereas we must have f?^rces to help keep 
a sonitoiing lid iny sn ourselifes as we dianite we nust also have tresendr-iis 
respect and si^iport for deviancy ?diich allows us to nxcw snd alleys us 
to develop. Certainly the use of drups in our culture is such an 
exsnple where they are expressinj; a basic change in coining ^out among 
us. The role of student protest is another <^vioasly healthy and 
necessary expression, there are many others and we need siany sore. 
Required skills and knowledge: 



a) The readinp of Leslie Wilkins Book on "Social Deviancy** 



b} The reading of Youth, Arts and Social Qiange by Joan Grant 

c) Experience witii deviance e^ixession. and the fonrtS of theatre 
work, theatre workshops, drug use, expexiiaontai colleges, 
hippie activities as ways to give one actual e^q^erlence i-? 2 .th 
and understanding of and anpreciation for deviancy 

d) "Staff and Client Participation: A New Approach to 

Correctional Research," Joan and Douglas Grant 

ii) Fostering Client Participation in Progr asi -Scrvi ce 

Training Through Systematic Self-Study 

It is essential that the administration of justice field like 
any other social agency develop a strategy for continual change and 
development. It is also apparent by nc5r/ that agencies a.ra going to 
have to do more to enhance the participation not only of the administra- 
tive staff but also of the clients in such continual development and 
change. Tlie self-study model is one of the most effective Tnedluos f-^r 
such a merger of client, staff and prof^raia development . Required 
knov7ledge and skills: 



a) Hans Toch book. Violent Men 

B) Grant’s chapter on the "Psychologist as an Agent for Social 
Change" 
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c) Todi*s imm proposal for the use of the seif-study 
EGdel with the police departnent 

d) Exp8ries<» in actual self-study efforts in the parole and 
PT^ation fields 

12} i^^areness of the Kew Careerist Strateg y 3nd hoyensi^ 

ms has just created a neu careerist office, the Depa^nt of 
tabor is afednisteriTi!; the $90,009,000 annual 

asnt of a neK career stratety. "Sie national Civil Service Lea^- noS 
a quarter of a nillion dollars contract to work wUhout new 
innovations within the civil service structure^ i e .® " th«-^ 

nia, Kashington and Pennsylvania have state ofxices 5»orfoi^ _ 
develojJEent of the new career strategy. Los /aige*e= “ 

large iection within its personnel office dewted to lanleicentreg a 
coJitaent made by the Board of Supervisors to 

entire personnal service. Although Hew Careers is rert^ / - . ' 

final word in progran innovation, and client participa^i^ 
significant aoveaent whidi will be plying a ro..e in aren^ 
andptogram operations for many years to come. Required knowledge and 

skills as contained in : 

New Careers for the Poor by Pe^rl and Reissaan 

^ \ m ■ '■■■ I-- ■ ■■■■ 

bj Up from Poverty by Reissman 

c) . The New Careers Monograph developed by OJD by D- Grant 

d) Reports of the RODEO project in Los .Angeles 

e) E 2 q)erience with the new careerist program within the 
agencies for which one works 

£) Attendance if not actual menbership in New Car-eers 

associations operating within the city where one is under 

training 

g) '‘Contagion paper*, Joan and Douglas Grant 

h) Non- Metropolitan Delinquency by Kenneth Folk 

EDUCATION AI'^D TRAINING RESOURCES 

Curriculum for the education system being developed by 
project will consist of available content and techniques .or obtMn .. 
leading throupji doin=T. Administration of J“Stice content “ » 

provided through cross referencing, ^ I Oelinauency 

the publication of the Presidents Commission on Crreie ^ ’ 

the Office of Juvenile Delinquency, and the Joint Commission 
rectional Manpower and Training. 



o 

ERIC 
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Six svBilsbie tsdniiquej are bc-iii? developed for obtaironfi 
Isarjuiil! tli^ash deine. 

aaslysis of osperien^: 

«ith eee SDS spenso^ ^^rtC-c-SSaf^r-'this'^roject is t£?.e 
iirter-personai conduct. •* W ‘ ^nteracti^'n. These re- 

rccordins actual incxdeiKis oi 35,^5 and the social 

cordinr? are &en_eaalyMd by -ff made by tiie office, 




officers . 

rn'4s« and eAication recordings seen 

muse tra^nip... ^ treJnss recording has own 

in an education process wniOi to ti^ analyzed by the partici- 

incidents. These self-stu<^ in^dents ar. t^n ^^y^ed by 

pant (s) . seers and professional staff5 

The police devSopment know-how 

for this project, m ^xeco^ and self-study 

will be used to relationships, 

proce<fires of pcioents ouci J,; _ ^ confrontationss 

lav^yer-client ^aitetactions anc ^ incidents in 

%c siethod will lend itself to any definable set of incidents 

interpersoiial relations . 

Besides easteiy of ^ 

Ectbod allows fealistic pegs for the intioduc.ion o. systeiaat 

science, legal, and historic *aiowlc_ge. 

Hxchan.e of taped di scffisiong.: the 

sociology and psy^oiogy Aiiangenients are aade 

exchanged group *sc«ssicn in “li^e to hear a t-ped 

for a group of teachers, prcoa, - discussions concern 

discussion by a group of yoiun prcb^t. --'* • p,^bation officer, or 

their perca^ions of the target 

of 

fSiSs/' as a source 

of infbmation exchange as well ns ^ .. 

One way to 1< 

wants 

:s to participate directly 

to isam, SU(h fiaword; oiroaf^. ics-^ ^ project had three students 
in the fields of eaacation ano psroivs. ^,>}-~J‘ y „iu be 

developing resources suA s i„ Phase II. 
farther developed oy student-racui cy ...ii scu , 

niract Cogjmmity H-xporience: Police, ^f„ce in 

co,inseI 5 ?OiJrTeiS|dth« 

•Sd"Sn Sfo,^c;s^^or i^a^s of agen.^ staif and students. 
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flultiEiedia Presentaticns : A Eulticedia shc;^ ccn^sed of two 

filns, 'Glides, lifjits, and taio sirniltaneous tape recordin'^ has 
been developed this sirs^er as orientating reso^ce material for the 
student-faculty seainars. Fuirther shews of this type will be 
developed in phase II- Tills kind of presentation is seen in a dranatic 
wjy to ccEEimicate cenflictinj? attitudes and rrames of lexerences. 

Work Experience seninars: Outlines and check lists are being 
prepared as aids in using discussions of s^ork experience as pegs for 
introducing foiEial knowledge. 



CONCLUSIOh^S pm R£C(g«£IjDATIO>«S 



It is apparent that even in agencies which are reasonably cosaitted 
to New Careers much development is necessary. In Phase II project staff 
will continue working with agency program modification and career ladder 
construction. It will bring the agencies and education institution 
together creating the vitally needed linkage of higher education with 
work ej^jerience. 

Ihider Phase I, it has been possible to have three sixEser students 
preparing resource material for student-racuity program development 
seminaTS in each of the said participating sdiools. The resource 
material consists of samp2e student-institution contacts for a high 
school diploma, ig’per division college status, and the ba^elor of 
arts degree. Additional resource reports confi^ the administration 
of justice as a changing system, new careers, the goals of this project, 
the need for change in our system ot education, and the role or evalua- 
tion in program development. 

Further, arrangements have been jnade for orientation retreats, one 
in the Los ANgeles area and one in the bay area, to laitiite the ^ 
student-faculty program development resources . A multimedia presenta- 
tion has been prepared for these orientati-ons . 



New contacts have been made with each of the participating 
schools and assurance has been received for cocm>eration with the^uevelop- 
ment seminars and -^e demonstratiesn programs to be rtai in Phase II . 



Phase I has prepared a solid base for Phases II and III of tnis 
pixjject to develop nev? education systems based upon new careers woxk 
experience in tlie administration of justice. 
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